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"A remaikably useful book for the youag business man Anyone 
wbo bas fallen behind vith his matbematics can recall bis science srith 
ease and pleasure V\ ils help — Kitnmg kens 

We strongly adsise every accoimtanf student wbo is in tbe early 
stages of bis an cles to get acopyof this little woik and to conscientiously 
work out the numerous exercises given therein. The chapters on Perceo 
tages Insurance Transactions Account Sales and Freight Calculations! 
Annuities and Exchange Calculations are of particular u»e to the student 
preparing for tbe eiaminations of tbe Institute and the concise and ele-ir 
manner in which the numerous problems are esplained and the many 
illustrations given should also make it a handy hook of reference m the 
ofhee —lli4 Accountant 

The book IS one that may be recommended to students —Dundee 

Wo can certamlj rcconimend the book —The Scl volmaiter 
‘They are arranged in chapters with tbe necessary introductory 
rules in a most workmanlike fashion and nothing better could be desired 
for those who want to work at arithmetic in its practical and busmese 
aspect —l\oUingham Guardian 

Tbe section on tbo solution of problems in compound lutcrest and 
annuities br logacitbms le especially well done and all commcrc al students 
will profit by reading tbe excellent chapter on exebauge calculations We 
can Btrongh recommend this book to studei te prepanu., for tbe examine 
tioDS of (be Inst tute of Dankers and tbe Chartered Inst tnte of Account 
ants — Iractical Ttachci 

I’ccpatcdw th great latc and planned according to excellent methoda 
tbe work cannot fail to proto of tbe highest value to thoae intending to 
follow a bust lots career —Aberdeen Daily Journal 

The book being wnlteo on aysteniatic In es and published at a price 
within tbe reach of ell sboold prote acceptable to students aud to tbo>e 
giiing instruction for commercial avam uations —2 he !>ecTctary 

Bills of cxcbaigo account salee buyiig and selling of stocks and 
shares excbaHoCs etc , arc illustrated and all the terms usually associated 
with them ace introduced We commend the book for tbe use of boys 
who ace contcmplatiug a busii css career — Incorporated dccoinfon/i 
Journal 

\ really interesting book for thove desiring to take up tbe practical 
Bide of the bubject — Avso rated Aecounlants Joirnal 

V number of ciMsioii [aiciu comphtes a lulume wl icb mil be found 
of great tiriice to many of our youig meu preparing for business — 
Sclujol Oiiardian 

Mr ty-bornc ha« dotu. I w work in au mtcUigeot aud Iborou^bly 
practical (asl lou — \or/lcrn H/«j 

It deals entirely with the business side of the sulject and tb sc 
en„a„cd In financial and commercial boasts should deriiL much btu 1 1 
from its studi ~Ihe iteultiian 
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During a long practical connection with mercantile affiirs and 
a ten 5 ears lecturing espenenee on the subject of The Theory 
and Practice of Commerce I ha>e collected numerous letters 
and documents relatne to the bnsiness routine of the big 
institutions of this country 

To all those managerc of Banks Insurance Offices and 
Industrial firms as Trell as those of my business students who 
have fai cured me either with copies of letters and documents 
or with verbal information regarding the official routine of their 
businesses I tender here my hearty tliaohs for the co operation 
which has resulted in the prod iction of tli s text 

This volume is written in the mam for those who wish to 
obtain a practical hnonledge of the writing of a business letter 
and the documents used m business The student is first 
taught how to wute such a letter next how to index and pidois 
It and then is led as it were through the offices of our big 
business concerns whereby he learns their methods of conducting 
business the documents and letters used and the up to date 
means 01 copying and pieseiviiig for reteienco papeis and 
correspondence Model letters aie gi%en and eveicises set to 
enable him to test hts ability to compose similar ones In 
connection with the letter wnting whether on business Stoch 
Exchange or Banking topics piecis writing or telegraphing 
the subject matter is brst fully explained to avoid the fault, 
often found in handbooks of Commercial Goitespondence of 
merely showing letters to the student before asking him to 
write one when invanably he has not sufficient knowledge of 
the subject to enable him to compose letters unaided 

ilany of the letters and documents are grouped to deal with 
one transaction as th s besides being more helpful to the 
student is more inteiestmg than a collection of sepaiate letters 
on various subjects 

The volume may be dmded thus — 

(n) How to write letters m general 
(i) How to dissect letters — Indexmg and pi^cit. writing 
(c) How to compose lettera on commercial mattera duly 
explained in the text preceding the examples 
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It IS hoped that the letters may be found useful also— 
especially at the end of the students year — for shorthand 
exercises, and to facilitate dictation, the number of words 121 
each letter is indicated at the end 

To enable the student to test bis assimilation of the facts 
set forth in the text, there ate appended numerous exercises, 
for many of which my thanks are due to the Royal Society of 
Arts the National Union of Teachers and the Chartered 
Institute of Secretanes 

Directors of eommercjal schools or departments will find jt 
advantageous to correlate as far as possible the syllabuses of 
the various commeraal subjects By such correlation compre 
hensiva information is given to the student overlapping on the 
one band and omissions on the other band being rendered 
impossible 

Is conclusion I hope that the clerks secretaries and 
commero al employers of various kinds who have from time to 
time enquired of me for a book on these lines will find this 
volume suitable to ibeir needs 

Cits or Loioos CoLumx EC. 
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modern business routine 


CHAPTER I 

LETTER-WRtTING 

1 education has said that any competent 

f4phno.ea,eo.d,~^ 

remim them hy attending to Iheir general Enehsh edncation 
SgCt school years, by acquiring such a poirer oier woris 
that they come readily and pettinenlly as need arises Power 
“ trds and readiness ot erpression do not come-as many 
!rLnts are ant to snpposo-by a tew months study o( types 
ol“bnsiness letMrs Debating, wide reading of good literature 
(which eaiats in yanety enough to suit all tastes), and long 
Uetice in essay writing will produce a ready writer who can 
Lsily specialise, when the time comes in whatever branch ol 
writin. he needs to cnltivato whether it be advertisement com- 
pihngr indemng letters, composing letters dealing generally 
litb the olfiee coirespondenee , to quality lor which he need 
learn only the tecbnrcal usages connected with each branch 
These inelude a number ol abbrovrations appended to the 
vanons chaplets ol Ihie work and certain stereotyped phrases 
easily learnt by tending a dosen or so business letters Erpen 
ence shows that the difficnlty does not he m the adoption of 
these but in the framing of letters dealing with new situations, 
and therefore needing paragraphs of ongmal composition It is 

B 
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here that the value of a general English knowledge appears, 
and manj heads of firms prefer well educated employees with 
out commercial training to those who have speciabsed too soon 
in office routine to the detriment of their general education 
Such a letter as the followmg is an example of good clear 
style — 


Pablumsht Stbeet Lobdon, 

2 PthTWry 19— 

To ilESSBS WlLOS ABD WaM> 

Newcastle 

Gevtleuen 

In luithei tejtj V> yonr Uttet ot 27th Jfcn , we beg to intorni you 
that we have now taken counsel 9 opinion on the ease you laid beiore ns 
and heiewith enclose copy That opinion we think you will agree is 
certainly tavourable to yonr client s contention but there are one or two 
points still re^uinng eluc daUon aod we are preparing a further case for 
submission to Mr Smith with the object of obtaining his views thereon 
Broadly speaking however there is no doubt in out minds as to your 
client having a pnmd facte right of action against the society and you 
wiU see from the Opinion that we are supported in this belief by more 
than one authority The questions of course involve the consideration of 
what IS the teal position o( the directors of a joint stock trading company 
The capital of the Company being under Ibeir management, they are to a 
certain extent trustees They are in fact persons selected to manage the 
affairs of the Company for the benefit of the shareholders and the share 
holders have a just right to look to them as responsible for the husmess 
entrusted to their charge It has been held by the Couits that the dis- 
tinction between a director and a trustee is an essential distinction 
founded on the very nature of things K trustee is a man who is the 
owner of the property and deals with it as principal and master subject 
only to an equitable obligation to account to some persons to whom he 
stands m the relation of trustee The office of director is that of a paid 
servant of the Company He never enters into a contract for himself but 
for the Company for whom be u acting He cannot sue on such contracts, 
nor be sued on them unless be exceeds hia authority In this case youi 
client 8 contention that the directors have exceeded their autbonty is one 
which rests primarily upon the qnest ons of fact end in our view and in 
the view of the counsel advising us those facts are quite sufficient to 
justify an appeal to the machinery of the law Before taking this step, 
however commumcat on should be opened with the aolicitors of the Com 
pany and an attempt made to eeltte the matter amicably There is every 
reason to believe that advice has been taken by the other side and it is 
therefore possible that having regard to the simple nature of the issue 
there will be no disposition to contest seriously the demands yonr client is 
making At any rate an approach might be made ‘ without prejudice ’ to 
seoYbat can be done Failing any satisfactory settlement we see no 
othci; course tlan to adopt counsels advice and at once commence an 
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action on the basis set out in the Opinion TaVing it that this course is 
ultimately followed, we should re^oire more detailed particulars, lu order 
that we might instruct counsel to settle the writ and Statement ol Claim. 
It would be also desirable to have a consultation between counsel and 
youi client, at which a represenlatiye of your firm was present, and this 
we shall be pleased to arrange Awaiting your further instructions, 

We are, gentlemeo, 

Yonrs faithfully, 

LrCas Ajrn So'ss (557) 

Again — to tate a shorter one, of more commonplace type — 
the style is no less clear and terse, the sentences containing 
the maximum of information in a minimum number of 
words — 

Orosro, 

H Julif, 1ft-. 

hUssas J Pbiuffs A Co. 

Dsaa SiBS, 

Since we last wrote to you on the 10th !Jay,we have been fevoured 
with your esteemed letter of the 8lh of the same month, covering two bills 
on this city, value £llt5 $s 7d 

These drafts have been dnly accepted, and the emoust, added to your 
former remittances completes the sum of £4314 is Id on account of 
hlessrs Thomas & Co , of Lnerpool, thus closing this transaction 
We are, dear sirs, 

Yours very truly, 

(87) 


COHMON ERROKS. 


Many commercial letters, when not belonging to a definite 
easy type, are slipshod m style Contrast with the succinctness 
oi«tbe above letter, the careless style of the following extract 
from a publisher’s letter, sohciting orders — 

“ If you would libe to eumine copies of any of these books, with a view 
to adoption as class-books, we aliaU be pleased to forward specimens upon 
hearing from you When writing, we should be much obliged if you would 
let us know the number of copies likely to be required if adopted ’’ 


This can easily be re cast in a terser form — 

“ We wifi gladly forward, at your request, specimen copies ol any book 
you may be likely to adopt aa a class hook, and shall feel obliged if you 
STHi' cstfisfioa Jiw iiiiMrJw oif copi^ ywB wumli proiabiy need m suefi a 


The student analysing for himself anj business letters that 
fall into bis hands, will he snrpnsed to find how often they are 
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carelessly phrased The writers neglect many aids to what may 
he ^lled th^ girding up of seotences There is the ever useful 
participle ready to save many a sentence from its loose 
end — 

He wrote to us and asked for an intereiew and hoped he should come 
to some agreement 

IS a type of sentence a student often wnteS instead of, 

He wrote to us asking ter an interview lu the hops that gome agree 
ment could be made 

There is the compound adjective which saves an awkward 
relatite phrase For instance the sentence 

Yfe have pleasure la send ag betewikb ptoepectuses ot some of cut 
new Historical books wh ch we have just pubi shed and >a whtth we hope 
you will be interested 

can bond of that bugbear of stylists the an4 u-kich byre 
casting it thus — 

We have pleasure in sending herewith prospectuses of some of our 
recently published Historical books which we hope will prove of eome 
interest to you 

A second example— from an actual letter — is this — 

I shall be obliged il yon will give me particulars of one of your touts 
in that country {tt Scotland mentioned earlier in letter) which you thick 
will suit me best 

An adjective shortens the sentence — 

I shall be cbl ged if you will g ve mo particulars of suitable tours in 
that country 

and also makes it clear that it 13 tho tour and not the country 
which 16 to be suitable 

Ambiguity of this k nd is very often found in the wake of 
Participial openings It is the commonest of all errors in com 
position of any kind eg — 

When wilting we should be glad if you would let ua know etc , 
instead of 

W e should be glad if you wl en writing would let us know etc 
As it stands ttnfriqi refers to toe 
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It occurs JD the otherwise well written letter on p 2. 
“ Before taking this step, comiDUnicatioa should be opened, ’ 
for 

“ Before this step is taken ” 


or 

“ Before you take this step," 

iahng referring to eomnmittaboa otherwise 

Faulty sentences often result from the misplacement of 
such words as pnly and chtejly Such words should immediately 
precede or follow the words they modify 
" We chiefly manufacture ailh underwear 
is a faulty way of stating either 

We manufacture chiefly eilk underwear," 

or, 

" We manufacture silk goods, chiefly ondetwear ’’ 

Similarly, 

" Our firm can only send you half the quantity ordered " 
should read 

" Out firm can send you only half the quantity ordered " 

Weak sentence construction is sometimes due to the ovei- 
use of and as a connective parlicle, to the exclusion of more 
suitable ones Often and should give way to 6 k(, for, uhilst, 
iikereas, or some other vanant, eg — 

" The goods were despatched on Tuesday, and should base been sent on 
hlonday 

reads better thus — 

“ The goods were despatched on Tuesday whereas they should have 
been sent on Slonday ’ 

The same sentence illustrates the proneness of a writer to 
put down a sentence without thought of the construction to 
follow. Otherwise, he might have written, 

“ The goods despatched on Tuesday should hare been sent on Mondar ” 
Improvement in the duection of terseness can often he 
gained by omitting the too^ften repeated pronoun. The 
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{oUo'wmg senteaGes, from actu&l letters, can dispense with the 
second pronoun — 

(a) “ In reply to your letter ol tte 5th inst , we hare no blue cloth et 
present but we shall have some nest week 

(t) We are pleased to hear that all the machinery is working well, 
and ae shall always endearoar to sustam the reputation of ouc bouse ' 

(c) ‘ He IS a tolerably good linguist hnt being aniious to improve his 
knowledge of French ke has made up hia mind to visit France ’ 

These examples ara too short to show how obnoxious un 
necessary pronouns can become in a long letter 
A slip shod compansoD is a fault often found 
“ The confidence of the American is greater than any other nation,** 

IS a typical sentence 

A more common eiroi still is the coalusion of i/ with 
tiMier All indirect speech, quotation or question, should be 
introduced by wM/ier, not by i/, which is the introducer of a 
conditional clause A sentence containing both indirect question 
and conditional clause shows clearly the usage ol the respective 
conjunctions 

' Kindly let me know whether I may inspect the car on Thursday, and 
•/satisfied with that inspection telulher I can have a trial run thereafter ' 

Different to is an error not likely to be repeated by any one 
who will take the trouble to think that different is equivalent to 
differing No one would speak of a thing differing U> another 
This error should be avoided, not from pedantry , but for the sake 
of clearness Different to is used m another sense than that of 
different from 

His meaner was different to me after the family quarrel *' 

but 

“ His manner was different front whet it used to be ' 

The split infiiiiUie le wrong because the to is not the prepo- 
sition to, but IS as integral apart of the verb as the participial end- 
ing iny Those who write 1o rarefiiUg note for to note carefulltj 
would not spLt nolmg carefully into not carefully mg, nor would 
they split a French infinitive inserting an adverb between the 
root and the ending er^ w, or re 

Shall and uill, uould&oi should ougbi to present no difficulty 
to the English writer It was a Frencbman who was responsible 
for the old tag 

■ I utU be d rowned and nobody skatl save me ’ 



LETTBB-WSITING 


7 


Many people, however, use«« mil tor the simple future tie shall, 
and more (the numbers augmented by Germans), ue uould for 
tee should Here is an extract of an actual business letter, 
illustrating the mistake — 

“ We thought, being an old established firm out name would ba known 
to }ou, or we viould have sent references with our order ’ 

PUNCTUATION 

Punctuation should be an aid to clearness It is sometimes 
overdone Only such stops are necessary as tvill clearly separate 
the sentences and so facilitate reading the letter Pull stops 
are likel] to be most used in commercial letters, as short 
sentences are generally the clearest and the best adapted for 
commercial wori: Commas are important in cases where the 
sentence would be nusconstmed without them The well- 
known example, 

‘ The schoolmsster saps the burgomaster is aa ass '* 
altered rapidly by the accused dignitary to, 

" The schoolmaster, says the borgomaster, is an sss " 
though not commercial, may serve because of its effectiveness 
The writer should read bis letter through and add whateter 
commas will help the readei to see his meaning quickly 

The colon and semi-colon are less needed m commercial 
than in literary prose They are used between sentences which, 
though grammatically separate, are more closely united m sens© 
than sentences separated by a full atop, eg — 

"These drafts have been duly accepted and the amount, added to 
your lortuer lemittancea, completes the eum oE £1 31i, etc 

And, 

“ We regret that we have no blue cloth at present , but shall have some 
nest week " 

The rules of punctuation can be learnt not only from any 
standard grammar, but from observation of the writing m 
journals and literature of good standing 

USE OF CAPITALS AND ITALICS 

As for the use of capital letters, the average letter-wnter 
knows the main rules for their use Technical uses will be 
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learnt from commercial dictionanes and in reading through 
types of business letters— I O U , E and 0 E , B/E, B/L, 
A/0 All words (escepting conjunctions, prepositions, and 
articles) m headings and in htles of books should have initial 
capitals In publishers correspondence, capitals are employed 
for names of subjects such as English History, Geography, 
Mathematics and correlated adjectives Eg, Enclosed please 
find a catalogue of Histoneal Works Many correspondents, 
led away probably by French adjectives, omit to give capitals to 
Proper adjectives, writing english for English and french for 
French 

Italicising is too often neglected It is neater to italicise 
titles of books, journals and newspapers, foreign words, or 
words with a special meaning, than to put them between 
quotation marks, wbicb are better left for conversations and 
actual quotations In ordinary wnting, words are italicised by 
underlining Eg Counhngbouse Guide , 7 he Daily 

Telegraph (Notice here that The is part of the title It is 
wrong to write, “ in the Dathj 7elegraph ’) Via (meanmg hy tcay 
of) Via, not italicised, means a copy of a Bill of Exchange 


SPELLIHC 

Spelling 13 a subject which ought not to need mention but 
complaints of the had spelling of apparently well educated 
persons are to be heard on all bands Bad spelling is particu* 
larly out of place in business, where all-round accuracy is 
demanded Anyone who has been so lazy as to allow himself 
to spell inaccurately can become proficient with the aid of one 
of the many good spelling books now on the market, or by daily 
transcnption and committing to memory of a number of words 
from the newspaper, by the use of a pocket dictionary to find 
the meaning of unfamiliar words and by infusing into whatever 
method adopted some force and determination Although 
English spelling is chaotic there is no excuse in these days of 
cheap education and cheap books for tbo prevalent inaccuracy 
Clear pronunciation will often be of help if a slight difference 
bft made in saying the endings of admxsuble and indispensnhle, 
the spelling of them will not offer difficulty Sometimes a 
mental reference to a cognate word will help lie who con 
nects repeat and will notgiie the second word three ts, 
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a too presalent cuatom Oonfosion otten arises with regard to 
single or doubled letters , in such words as tooollen, melon , 
Iraielkd, unparalleled, accommodate accumulate necessary, 
occasion, lenejiled, committed, disappointed disappear The last 
two and similar words can be correctly spelt by dividing them 
into prefix [dis and never diss) and the simple words appoint, 
appear In the case of the other words it is a good plan to 
memorise them by znahing lists, in which doubled letters appear 
ID, say, red ink and single ones m green The lists can be 
pinned up by the dressing table or on the office desk, and the 
eye will soon learn by this pictorial method It may seem 
infra dig to use these faodergarten methods but they are more 
effectual than any spelling book, and their adoption for some 
weeks or months will convert an indifferent into an accurate 
speller 

Attention to the rule “ i before « except after c (two 
exceptions are foreign and seize) will prevent error in the oft 
necessary words received and receipt Foreign students should 
be on the alert for little differences between tbeir language and 
ours eg , informations for information too commonly appears in 
the letters of Germans Oue more mistake must be pointed 
out — Ftiitrs should not be written ijour s nor its Us The 
variation m the original mflectioos accounts for this diffeience 
between possessive proaonns and nouns 

WBITIMG 

Less important than spelling in public opinion is writing 
Illegibility IS often praised as “ character in writing and clear 
writing IS held to be the sign of % clerk ]ust as was. m the 
fashion world of the 18lh century the ability to write at all 
Type writing has made the old fashioned copper plate writing 
and its successors of no account A good long hand is neces 
sary for addressing envelopes (when as frequently, there is 
some objection to the formal appearance of type writing) and 
of gieat importanco for a clear signature Pear of forgery 
and a wish for a distinguished looking signature leads to 
namerouu untfecrpieraife signatures iba strokes oi' winch the 
recipient carefully copies as a drawing exercise passing on to 
the postman the mystery which has baffled him 
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ARRAHGEUENT OF A LETTER 

Arrangement and spacing are of vastly more importance in 
commercial than in pnvate letters for they must not only yield 
up their meaning at once on first readmg but be so arranged 
that reference to any part of the information is successful at 
a glance 

Divisions of a Commercial Letter — 

Reference No i£ anj Address of writer 

(To be quoted in reply ) Date of letter 

Enclo j 

or ! (To be named ) 

Enclos I 

Name of firm written to 
Salutation 

§ 1 of letter referring to occasion of wr ling sad giving if an answer 
to another letter a short abstract of the contents of it 

§ 2 Kepi} to questions asLed or dels Is of the cause of writing 
§ 3 Any additional information 

The complimentary close 

Signature 

Enclosures —It is necessary to note the number and nature 
of these so that they be not overlooked or that they may if 
lost be enquired for without delay 

Salutation — This should bo either Sir Madam Oentlmtn 
or Ms‘<dames Dear may be prefixed to the singular forms It 
is prefixed also to Sus There is no significance in the use of 
the viord Deal It is not a sign of greater familianb}, the two 
forms being used indiscriminately 

Body of Letter — The letter must open with a reference 
to the letter it answers and touch briefly on its contents The 
following letter (an actual one) shows how neglect of this rule 
detracts from its commercial style — 

ROHDOS 

3 tehruary 19 — 

To Mi-SSKS Cutler A Co , 

Broad Street 

Sheffield 

GE'«TLEUE^ 

are acting aa tbe representatives la Great Britain of the 
International Exhibition to bo held nest year and have instructions from 
the Executive to replj to joni letter addressed to tbe chief ofiicc t\e 
must infuml you that an early applicat on for space is of paramount 

importance a^ the area allotted to th s country is necessarily limited, 
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and a large portion has been alre&dy tiken up The plan we send you 
will show you the stands still available and we should be glad if you 
would mark that which you wish ns to leserveand return us the document 
at once You wiU observe that the cost J9 based npon a fixed sum per 
square foot with a minimum of 256 square feet At first it was considered 
uacecessary to fis a maiimum hat s<j many large firms have been taking 
up the available area at the expense of smaller but no less important 
exhibitors that the Committee has I een reluctantly compelled to decide 
that in no case can any one exhibitor occupy mote than eight thousand 
square feet The amount of floor space you require however is well 
within the limit With reference to yont Wish for a central position you 
wih see there aro still a few vacant plots beneath or immediately close to 
the dome and if you let us know by return of post we will reserve one 
lot you 

Yonrs trnly 

Wabm’v AST* Holmes (256) 

The 6rst paragraph, according to current commercial custom, 
should read — 

In reply to your letter of (date) received at the chief office we as 
representatives in Great Britain of next years International Exhibit on 
are instructed by the Executive to give you the required information 
re|ardmg stands and available accommodation 

(The last phrase is a precis of the enquiries of Messrs Cutler s 
letter ) 

The second paragraph to be marked off clearly byindentiug 
the first word an inch or trvo should contain details of the 
reqtuied information In the above letter the fact about the 
early application and the request for marbng the stand 
should have been relegated to the Ia£t paragraph which might 
be worded thus — 

You will see by the enclosed plans what stands are available and 
that only a few plots remain vacant in the central position (i e beneath 
or close to the dome) you wish for The floor space you require is well 
within the limits viz 256 sq feet and 8000 sq feet the maximum dimen 
s on havmg been fixed by the Committee owing to the tendency of large 
firms to crowd out the smaller but no less important exhibitors 

The last paragraph would then deal with additional informar 
tion— in this case merely the need of early bookmgs After a 
third paragraph worded m this way — 

\^e should like to emphasise the need of early application for plots, 
and can promise to reserve you one in a central position if you will book 
It by return of post 
should come the 

i/ Cotnplmientary close, winch should be brief and pertinent 
In this letter, a suitable close is, 
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" Hoping you will secure a stand which will prove to youi ^atlsfactlon,” 
followed by the signature Iiike all endings, the complimentary 
close to a letter is difBcolt, if one wishes to avoid stereotyped 
forms A httJe practice, however, will provide a large r^per 
toire of endings An ending vfhich should never be adopted is, 
“ Thanking you tii aniicipatton In saying this, the writer 
IS too presumptuous, especially if he be soliciting orders A 
more rational way of closing m such a case is, “ As surin g you, 
thai if faiourtd utih on ordfr, »e shall do our le^t to exemts tl to 
your sohsfacUon, or, in a letter aslciog a favour, “ Hoping /hot 
you will seeyour uay to grant ms the fatour asked, ‘ “Assuring 
you, dear sir, (hat your faiour uould be receiied with sincere 
gratitude or if the required favour involves a good deal of 
trouble, ” Apologising for the trouble miolied should you grant my 
iegusst The thanks should of course, follow immediately 
they become due 

Slg'nature — Nowadays business letters almost invariably 
are signed, Yours tiuly, Yours tery truly, or lours faithfully 
The endings, rour obedient serianl, and Yours obediently, 
formerly always used in letters asking favours are gradually 
becoming as obsolete as copperplate writing Tours sincerely i 
though one sees little reason for its distinction from Yours 
iruh/, IS kept for letters between friends who are not on such 
terms as will warrant a more intimate ending Next follows 
the name of the person responsible for the letter 

TtPES 01 SIONSTURES — 

(1) Of the head of a firm — G Ricbauds 

Of the partner of a firm — RrcHAEns Atlev S. Co. 

(2) Of a legally authorised representative — 

per pro p pro otp p Richaisds, Allen A Co , 

J Staplet 

Per pro = per proruraltonim «e by legil ngbt of adminis 
tration The s gner by power of attorney possesses limited 
authority to act for his firm Persons not legally authonsed 
sometimes Sign per pro instead of pio perhaps confusing the 
Latin preposition, the simple pro with tbo abbreviated pro 

(3) Of employees with no specified legal authonty — 

for pro or on helinf of Ricraeds, Allev A Co , 

H HOPEtNS 
or simply, Ricrabds Allen A Co , 

H Hopkins 



LETTER WRITING 


}3 

(4) Of managers, socretanes, heads of Governtaent Depart 
raents, eta — The W&otage Urban District Conncil 

T Jones, Clerk 
L C 0 Edneation Department, 

^ M Edwards, 

Education Officer 


ABBREVIATIONS USED IN CONNECTION WITH LETTER ViTRlTlNG. 

@ — ^For the Latin /u2, to or at 

a/c — ^Account current 

a m — Labn, A}7ie Merfdiftn, before noon 

A D — Latin Anno Dommi, m the jear of our Lord. 

Art — Article 

Ad lib — Latin, ad hhtum, at pleasuro 

Advt — Advertisement 

Agt — Agent 

Avoir — Avoirdupois 

Bal — Balance 

Bart —Baronet 

B/ — Bale, BLs — Bales. 

Bdl — Bundle 

B/d— Brought down 

B/f — Brought forward 

Bios — Brothers 

Brl — Barrel 

0/ —Case, O/s — Cases 

G A — Chartered Accountant 

Capt — Captain 

C/d — Carried down 

C/f — Carried forward 

Cf or cp — Compare or refer 

C E — Civil Engineer 

Cie — Ft eomjx^ie, company. 

Co — Company 
G/o — Care of 
Col — Colonel 
Com — CominissioD 
Contra — Against. 

0 B — Company s nsk 
Cr — Creditor or credit. 
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Nil — Latin, Nihil, notliing 

0 — Order 

07 — Ounce 

o/a — On account 

0 ^ 0 — Order of 

OHMS — On His Majesty's SerMco. 
o/b — Out of stock 
Pajt — Pajment 

pc — PostcsKl • 

P C — Privj Councillor 

Pci — Parcel 

Pcs — Pieces (of cloth) 

Pd — Paid 
Per — By 

^ ^ ^ ) Latin, Pe/- Prodnali'/ni-m, Sigrators by procura 

P 1 tion, OD bebalf of* 

per pro ) 

Pkgs —P ickages 

p m —Latin Potf Iff ultm, after noon 
P P — Parcels Post 
pp —Pages 

Pro teni —Latin Pro Umpore, for the time being. 

Pro rata— I d proportion 

Prox — Latin Pioiimo in the next 

P S —Postscript wntten afteruaids 

P T 0 —Please turn oaer 

P &, L — Profit and Loss 

r 0 B — Post Office Box 

P V — Fr Peiife I itessr, ordinary good s tram. 

Qr — Quarter 

Q V — Latin, Quod tide which see. 

Qto —Quarto 
Qy — Query 
Re — In the matter of. 

Reed — Receired 
Ref — Reference 
Regd — Registered 
Retd — Returned 
Ser — eread. 

Reept — Receipt 
R R — Reply piid 



LETTER WRITING 


17 


E S V P — Fr lie^oniiez s tl vovs plait, please reply. 

Ey — Railway 
Sec — Section 
Secy.— Secretary 
Sr , Senr — Senior 
Shipt • — Shipment 
S S — Steamship 
Sq ft — Square feet 

Sine die — ^Ylthout a day being appointed 
Sine quS. non — An indispensable condition 
Status quo — The state in which the thing is , as things were 
before. 

Stet — Let it stand 
Subs cap —Subscribed capitaL 
T — Transit or transhipioent 
T R — Tons register 

T S V P — Pr. 3 ournn 5 tl i ovs p/aif, please turn over 
T Q — TAle qxtaU, according to sample 
Tr — Tare (weight) 

"U K — United Kingdom 

Ulfc — Latin, UUimo, in the last, last month. 

USA — United States of America 
V — Latin, Vertus, against 
Vice — In place of 

Vice Versa. — The terms being exchanged 

Viz — Latin, VuUlteet, namely, to wit 

Via — By way of 

Verbatim — Word for word 

VivS: voce — By or with the hvmg voice 

W —West 

Wd — Warranted 

W 0 — Waiting orders 

W O G — With other goods 

Wt — Weight. 

Xmas — Ohnslmas 
Yd —Yard 
Yr— Year. 
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E^rnf isFs o*J Lmm Whitiso 


(CniFTEB I) 

1 Direct en7olop«s to — (o) A B.ink (6) A Limited Company, (c) An 
Unmarried Ladv 

2 now would jou conclude n letter to —(a) A Clergyman (6) The 
tfamger of a firm (e) A Friend? 

3 What IS the meaning of the following which sometime s appear a t 
the top left hand comer ol busincEs letters — (o) Please ijuotD EEl 
(6) Enel 3 

4 Explain the following abbrcMstions -lust nit prox N 13 (on tha 
address of a lettcrl qaal %, cm per an $ 

5 rite a short letter to Wilson A Son QuayStreet Plymouth stating 
that your trarellec wiU call upon them on a certain dato 

C Draw up a short letter to a customer notifying him that the goods 
ordered hare been despatched 

7 Draw up a letter to a customer who has written complaining to you 
of the late deluery of goods ordered 

8 What ate the abbrerialions usually employed for —In the matter of 
the current month namely * 

9 W rite a short letter to a Shipping Company asking for particulars of 
fares to Canada 

10 Write out clearly from the notes below the reply to the following 
letter — 


U Oitcuin Ma'ssiO'ce Clspusm Rise SW, 

11 Julj 19- 

OEiriLEUS'r 

Having a week and a five pound note to spare for a holiday in 
Scotland I shall be much obliged if you will give me particulars of one of 
your tours in that country which you think wiU suit me best 1 should 
like to visit one or two of the principal cities and some of the lakes if that 
be possible (or so small an amount 

Yours faithfullv 

A II Bi>Na (91) 


Charles Look & Co 

1C Cheaiside EC 


Notes fob Reply 

Holiday Tours Prospectus enclosed Would trongly recommend you to 
take advantage of Tour 144 page SO which comprises a week m Edinburgh 
Glasgoiv sod Melrose Fsre^Ss laclnduigreturn ticket mdaccommo 
dation consisting of bedroom substantial breakfast and dinner (or supper) 
at Edinburgh commencing wi»h bed on arrival end ending with dinner on 
'iM’j'didsiisjriu-A. t’sFtrjMgiTiiAw.Melrftseuqraiy.'leL^hrjr.'ip.Tuouenini^riieal 

Superior accommodation half a guinea extra Leave St Fancras by Day 
-}igbt Corridor Express on certain Satnidays in July and August Hope 
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yot: Will let us kcow as soon aa possible, aa the booking’s are at present brisk. 
Payment in adraace Interview il necessary. 

11 Ee write the following letter, correcting grammatical and other 
mistakes, deleting any superSnons irords and espressions, and altering the 
construction and diction where yeta think they can be unproved Set the 
letter out neatly, insert all necessary ponctuation marks, and write aU the 
abbreviations in luU — 

SJ Gbaoechobck SrsEEi*, E C , 

24 September, 19 — . 

Mbssbs Tbb Exs SirnpBiis Co Lxo , 

Gents we beg to ack rect of yr li offeriDg to us the sole agency 
in this town for your goods and beg to thank you for the same we however 
regret that the commission that you offer is too small to be an inducement 
to ua to take up the agency for yt goods if you feel however disposed to in 
crease the rate to 12}% we shall have much pleasure in giving the matter 
our farther consideration we may point out to you that your goods have at 
present as yon yourselves state no great sate in this district but we fbinfc 
with the means that we have at out disposal we could increase the sales to 
a oonsidersble extent awaiting the favour of a reply your s faithfully James 
Brown and Sons 

12 Ifon are sent to make enquiries about a certain Birmingham firm or 
Company, and find that they ate doing a large business and stand m good 
repute Bepott on the subject, going folly into detail and referring to 
capital, employees, offices, trade, credit, etc 

18 Write a complaint of the quality of certain goods, referring to 
samples and previous supplies, etc 

14 As ifanager of a ilotor Car Company, wnte a letter in reply to an 
enquiry from a possible purchaser X>escnbe persuasively (1) the rapidly 
increasiog utility of moSot oars in general, and (2) the special advantages 
that youi own make of car has over other models 

15 Write a letter as to non delivery of goods, and a reply with ex 
planation 

16 Write reports on — 

(a) Changes to be made to improve a business 

(b) Proposal to buy np a certain business, and to amalgamate 

It with yoUr employers 

(c) necessary steps to be taken to open a branch establishment 

17 What do you mean by confirming a commiimcation ? How would 
you confirm a letter, telegram or telephone message ’’ 

18 Write a letter setting forth certain disputes between companies 
and the settlement arrived at, so as to confirm such settlement in 
Writing 

19 Write letters as Secretary of a Pnblic Company — 

(а) Acknowledging receipt of a claim for an accident alleged to 

have been caused by your Company s tr&ms 

(б) Denying liab lity for same 

(c) Offering settlement of same 
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20 Write tlio following letter* — 

(a) From a firm with a remittanea to Ibe Bank for tbcir credit; 

(b) Acknowledging receipt 

21 On Ist November 10-, a firm send* a >1/0 for its lubscnplion to 
the Shtjypxnj Litl It take* 3 copies it also wants back cumbers lor 
July August and ‘'eptcraber Write the letter and the reply 

22 Wriio a letter ot coatplalat and cn^nfry as to orders, etc, to a 
trascllcr or agent 

23 Report upon one of the following matters — 

(a) The possibilities oi luture development in some business, and 

suggestions for same or 

(b) The causes of ibe faliiog off in a business, and methods of 

arresting same 

21 W rite letters as Secretarr of a Public Company — 

(u| Giving orders lor goods (specifications scbcdnlee, etc ) 

(&) Calling attention to delay lo fulfilment of orders and threaten 
iDg a claim 

23 Write a letter proposing to refer a dispute to arbitration, with 
details 

2G Write Utters as Secretary of a Publie Body to a Govemmeat 
DeparCmest — 

(a) Calliag attention to certain conflicts ol ngbts and dutiei, 

and askiDg for directions 

(b) Suggesting (bat fegislation >n regard to a rertais matter 

should be promoted Oise details (One Utter onty ) 

27 W rite a Utter as Secretary ol a Public Company, offering an 
appointment 

28 Another refusing an offer of a compromise in regard to some 
dispute 

29 Another confirming an oral arrangement arrived at between Jomt 
Committees of Directors at a meeliog 

30 Write a Utter complainiog of an accident caused by a Town Council s 
tram and the reply 

31 W rite as the Secretary of some Public Body to the Local Govern 
ment Board requesting sanction for a loan 

32 Report upon various frauds vrhich have been discovered in connec 
tion with a business and how to check them in future 

Write Utters — 

33 Protesting aga nst breaches of some working arrangements between 
your company and another r g for a fixed scale of prices or for non com 
petition in certain districts 

31 Ordering goods of a special make for a special purpose (naming 
same) 

35 Write Utters as Secretary ol some Public Body (e g Borough or 
Institution) — 

(a) Settng forth ce tan grievances existing and requesting co- 
operation for redress 
(5) Reply to above 

3G Write to an Insurance Company wtfa particiJars (brief) for Fire 
Insurance of your warehouse 
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Reply asking lot more paiticulais and holding applicants coveted and 

as to a suivey 

Answer with fuller part cniais etc 
3T Wr te reports an — 

(a) Delay la erecting a boUdiog and defects d scovered 

(b) Errors and detects m certain Accounts 

(c) Blundera and dday m execatmg a Contract for Goods 
88 Write essays on the following commercul subjects — 

(a) The advantages ol the typevnitec 
(tj The eSect of war on trade 

(c) Penny wise Poond foolish 

(d) The employment of women to oommercjal houses 
fa) What profession yon would like to adopt and why 

j/) The effects of the physical features of a country on its trade 
(9) The use of Chambers of Commerce 

(A) The decline of the apprenticeship system m England and its 
results 

(i) The use of the phonograph in business 

(j) The adrastagee of canal over railway transit 

(k) Adaptation and alertness are the commerc al watchwords 
of to day —Sir A E RoUit 

(l) Trusts 

(ra) Exhibitions and their value 

(n) Highways of commerco 

(0) Mater supplies of largecities 

(p) Effects of motor traction on home trade. 


KISDS OP COMMERCIAL LETTERS 

This shoxb suivey ts coofined to cectam letters of a more or 
less stereotyped pattern demandmg little explauatton all others 
bemg relegated to their cognate chapters 

Letters of Introduction — A letter of introduction ig 
one given by A to C to introduce him for social or commercial 
reasons to a friend of the giver B C usually presents it in 
person together ■with a card of his own The letter of 
introduction frequently takes the form of A s visiting card 
inscribed To introduce C enclosed m an envelope 
addressed to B This is chiefly done when B knows C from 
A 3 conversations or letters needs no detailed letter of 
recommendation It might be done too by the head of a 
college or well known professor commending a student to 
another well known professor hbranan or similar person abroad 
In this case A and B would know each other by repute and B 
would ass st 0 confident by that means of his worth It is 
more general for A to give C an unsealed letter to B mentioning 
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the circumstances of the case, anj favour he wishes B to grant 
C, and any facts ho thinks will fonn a bond of interest between 
B and C It goes without saying that A should not give the 
introduction without knowing well both B and C It is usual 
(or both B and C to let A know the result of their meeting 


Esamples — 

(1) C'ommenial 

Lo'idon 

25 January, 19—. 

Mksbbs B G*nMEB&Co, 

Bordeaux 

The beerer of this note ilr A , is a young man whom ws have 
I known (oc some time and aU we know about him is to his advantage He 
u a tolerably good linguist, who being anxious to improve bis knowledge 
of French bae made up hia mind to proceed to France, end there to eeeic 
a situation in which he may perfect himself in your language 

ilay we venture to enquire whether you have a vacancy in your own 
office, and if not, whether you could lend him a helping band by intro 
dncing him to some friend of youre who bae f 

By BO doing you would confer a great favour on ns, which it is needless 
to add we shaU at any time be delighted to reciprocate 

youie faithfully 

U Cox A Co (114) 


(2) Social, 

10, VlLUCBS CSAUBCBS 

Nobtb EsiBaiiEai£*<T, Loncos B C , 

10 Slarch, 19 — . 

Deab Fbakk, 

Horace Waterford who bears this letter, is an old school fnend of 
mine, now travelling in Italy to collect material and ideas for a projected 
History cf Mediaial Italian Art 

With your interest m the subject you can doubtless lend him a helping 
hand both personally and by introduciDg hun to some of your Italian 
Inends, who are authorities in Italian art matters 

You will find Waterford a hnllisnt, witty conversationalist, and as 
he can speak fairly fluently in hoth French and Italian, he should be a 
welcome addition to your circle while he is in Pome 

Hoping to hear shortly that yon and he are fraternising on your pet 
suhject, 

Xoura cordially 

gacu; Bela'iet (135) 

To Mr Francis Lefevre 

7, Via Grande 
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Eseecises on Letteps of Inteoduction 

1 Wnto a repl7 irora Messrs Ganuer to H Cox &■ Co 

2 Mr Francis Lefevtfe 8 letter to Mr J Delaney gmng his impression 
ol Mr Horace Waterford 

3 Write a letter of introdoction for Mr Jas Bowley a friend of 
yonts who is about to wit Glasgow introducing him to your friend 
Stephen Sutton of H gh Street Glasgow 

i A few weeks ago a fnend ot yours Jas Birtles asked you whether 
you knew of a good foreign correspondent Last week you heard that 
J T Brown your friend was looking for such a vacancy He has had 
good experience of such work and yon can speak highly of his efficiency 
and integrity Write a letter of mtcuduction for Sir Brown to Sir 
Birtles 

5 A Melbourne friend of yours is on a Wit to England and be is 
anxious to secure a position as wool buyer in Austral a for a Voikshire 
firm Give bun a Utter ol introduction to a Bradford woollen manufao 
tnrer whom you know 

Letters of Recommendation are not as a rule given to 
the person recommended but are sent confidentiilly to the 
prospective employer In cases ot formal application for com 
petitive posts letters of recommendation bave to be appended 
In that case they are sent direct to the person whom they 
recommend They should be written m as temperate a style 
as possible Only those quahties which affect the candidature 
should be discussed and any vreakness or defect mentioned so 
that the new employer may guard against it The practice of 
giving to indifferent employees a good recommendation to get 
rid of them easily or for the apparently better motive of giving 
them another chance is pemicioua The truth about good and 
bad qualities alike should be told 

Example 

10 FiDBBCBir Court E C 

18 September 19—, 

To II BiRNES Eso 
Patent Agent 

201 Chancery Dane W C 
Dear Sib 

lu reply to your letter of to day k date asking whether my clerk 
Robert Mackaj' is in my ojojutm gnaliBed to assist your drai^ghtiman nnii 
to do a certa n amount of general office work I am pleased to say that 
during his year s employment here he has given me every satisfaction his 
work being quick pree se and accurate I find him intell gent and capable 
easily dealing with any new type of work given him To his ability m 
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dnuglitsmanshij) I cannot tcstifv h« bal no prictice here He has, I 
bclle^e ccrlihcatoe aii4 evidence of good technical training therein I 
should have done my host to peesuado biui to remain with me, had I not 
thought the change to a more amtablo employment the right thing for 
him Ho was unable to bear of such • post as vours a year ago 

Assuring you that in selecting 3Ic Msekay, you will bo making a 
Talual le addition to your staff 

\ ours faithfully. 

For LbWis i. Co , 

If Ff’SBEBO Hmager (190) 

A rceommeniiation not written directly to an employer 13 
neater if tvnflen m tbo third person — 

Mr H Fiubcrg Manager for Lewis d, Co , 10 Finsbury Court, E C , 
has pleasure in testifying to the character and obility of Mr Mackay, h); 
employee during the year September 19— to September 19—.’ 

l^est follows a statement of bis qualities 


ExLKClfLS os LeTTPRS OP RcCOMilEVD tTlOV 

1 \Scite as Mr Jobs Mann senior partner in the firm of Messrs 
Mann and Colboruo of Broad Street Birmingham a testimonial in fsTour 
of tfr A SwifCpcn a borthand typist clerk who is leaTisg the firms 
service stating bit tlann s personal appreciation of the clerk a character 
and ability 

2 Vi rite a letter asking for a cashier e reference and a reply thereto 

3 A gentleman recommends to a friend his groom gardener, who wishes 
to be groom only Draft the letter 

4 W rite a letter from the Principal of a Commercial College recom 
mending one of the girl students as typist in a copying office 

5 (a) Draft a general tcstmnmial given by the Head of an Arts and 

Crafts School to a hoy who wishes to be an improver in High 
class Bookbinding 

(b) Write an appreciation from the boy s employer six months later. 

Letters of Application — In manycases it i3 unnecessary 
for the applicant to send a formal letter of application For 
many posts, printed appbcation forms are used so that the 
comparative quakfications of applicants appear at a glance to 
those selecting If no pnnted form is available, the applicant 
should himself make a ruled tabulai form, using these or similar 
headings — 
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1 Name and. personal partica 
lars 

2 Present Employment 

3 Past Employments 


jlddcM, 

j \Temporary 

Uge 
DoraUon 

Katne and address of employer 
rDurations 

\ Names and addresses of firms 


i Salary required 

5 Special qualifications lot post adTertised 

6 Names and addresses of persons giving tlie appended testimonials 
(three a minimum, unless otherwise specified) 

7 Names and addresses of persons from wliom further testimony can 
be obtamed (Not more than three ) 

8 Typewritten copwi of testimonials required 


Tbjs tabulated form should be enclosed m a abort letter — 


18, N aw Street Islingtos N, 

0 St^lember, 18--, 

1 enolo —Application form 
To Mcsbbs a B d: Oo 

10 Newgate Street B C. 

OSNTLEMEll 

1 herewith apply lor the post of sales agent advertised in to day s 
Daily Telepraph I enclose a list giving lull particulars of myself my 
experience and qualifications Assuring you that, if selected, I shall tty 
to give you complete satisfaction, 

hours faithfully, 

WiLatatrHoaaGS. (61) 

Exercises on Letters oe AptucATioN 

Write letters ofapplication in answer to the following advertisements — 

1 Required, by one of the largest Oanadtan (and and investment com 
panics, gentlemen who are well connected, to act as agents Ex military, 
naval, or University men who have visited Canada espewaUy suitable 
Liberal terms ofleted — Address, first mstanoa, L A , Box 2406, Postal 
Department, Daily Telegraph, Fleet Street E C 

2 Excellent opportunity for good wholesale hardware house to take Sole 
Agency (for Midlands or part) of British made patent retailing 2s 6d and 
3s 6tl , usable wherever there is a floor to clean — Address S and S , Bos 
2553, Postal Department, Daily Telegraph, Fleet Street, E C 

3 Assistant manager want^, for old estahlished exhibition, travelling 
la North of England Permanent position for competent man Must 
have cUan. teccrd, ?notlappftaraiiM:e,»iidoajication. — Add.tp.sa, etatuig 
remuneration required, and full partnsatars, experience and qualifications, 
<Le , E , Box 2257, Postal ZfopartiDeDt, Daily Telegraph, Fleet Street, B C 

4 Shipping clerk wanted lor export tea packing warehouse Must be 
very accurate and quick worker Useless ajqilying unless had experience 
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of Bimilar work — \ddrcss giving age particulara of oiperieoce and ealar) 
expected A P liox 2C7I Poatal Department Da\ly Telegraph, Fleet 
Street r C 

5 W hoicialo Stationery — /acobsen Wcfcli and Co (Ltd ) invita appJi 
cations from experienced gentlemen (only) tor position as country traTellcr 
on good and well establ shed ground where a large return is made JIust 
bo acijuamtcd w th the clasa of goods manufactured at Newton Mill and 
be capable of earn ng a good salary Apply in writing With full particulars 
(m absolute coofileuce) marked Inxate to Jacobsen V\elcb and Co 
(Ltd ) Newton House 1 aternoster Square London E C 

G Camp Sergeant wanted tor the tropics with superior training and 
experience of pitching tents in the field at Durbars etc Must thoroughly 
well understand the constraclion setting and repairing of the best Indian 
mil taiy and civil tents Address stating age full details of experience 
and training wages required (fare and rations abroad will be provided] C 
Box 27G3 Postal Department Daily Teltgrapl Fleet Street E C 

7 Assistant wanted by export agent Must write and speak Spamsb 
and have actual expenonca of bookkeeping —Address stating experience 
and salary A C Box SG75 Postal Etepartment Daily Telegraph Fleet 
Street E 0 

6 England — koung Oermao Engineer well versed in business with 
a pertact knowlodge ot the Lugliah Unguaga acquired through many 
years residence in England wanted by an lopoitast German concern 
tor representatiou in England Previous to being attached to the sales 
oiganisatios in London the caodideto will pass a course of instruction of 
some months duration at the Berlin bead office Appbeasts having visited 
an cngmeecing University and being self reliant of a firm ebaraetar and 
of good address and desiring to sccuro a permanent position o&enng good 
prospects are requested to forward the r application with copies of 
testimonials and full particulars as to their education and experience 
enclosing also photograph and stating salary expected to C P 5910 care 
of Hausenste a and Voglec A G Berlin W 6 

Letters of Enquiry and Information — These are 
amongst tho commonest type oi business letters They include 
many varieties enquiries by commercial houses as to the 
financial standing of prospective customers, or by banks as to 
that of prospective depositors enquiries as to prices requests 
for estimates and tenders and a multitude of general enquiries, 
such as the following — A parent enquiring about schools a 
society asking a lecturer for lecture lists and open dates an 
author seeking to place hia MS with a publisher a tourist 
enqumng of travel agencies or railway companies for particulars 
of tours 

Enquiries as to the financial standmg of a customer are not, 
for obvious reasons always made of the persons quoted for 
leference It is common forafirm to subscribe to some reliable 
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mercantile enquiry agency, tfaroagh the medium of which is 
obtainable prompt, reliable, and secret information as to the 
standing of would he customers 

In this case, correspondence is carried on by means of 
punted forms Letters of enquiry ate marked Confidential or 
Strictly Pniate, and, in some cases, the name of the person is 
enclosed on a slip to be destroyed on receipt of the letter, the 
addressee in fais answer speaking of the person as “ the person 
about whom you enquire ' 

Example — 

(1) Enquiry re Financial Standing of Firm 

Confidential Tub Usivsnsit Sveeu Co Ltd, 

lUtlCB£ST£a 

10 Avgust 19— 

'Id JHesseb Qaer Bbowh L Co 
L oados 
GsatLSUEB, 

Messrs IViuts & Co of Lirer^} desire to ester into business 
relatioss mth us, and base given us ;our nanie as a reference 

ye sh ould esteem it a faNOUi jf ;ou can give us such inlormation / 
zegaidiDg then financial stability as to enable us to decide tshetbec ^e 
may give them credit to the extent of £500 

kou may test assured that any particulars with which you may favour 
U9 will he treated as sinotly confidential, and that we shall willingly 
tender you a similar service should occasion arise 
If outs laithfally 

T JOKBS, 

Managing Director (US) 

(2) Papouiafcfe Anstoer to Sam 

Confidential Lohdok 

11 August 19 — 

To T Jobes Esg 

The Universal Supply Company, Ltd , 
hlanchestcr 
Deab Sm, 

In reply to your enquiry of yesterdays date regarding the finan 
cial standing of the firm about which you^euquired, we have much 
pleasure in stating that we have had business relations with them for the 
past twelve years and have always found them prompt in payment trust 
worthy, and reliable 

We have therefore no besitabon m advrsiog you to grant them credit 
for the amount stated 

lours faithfully 

Gbbx Brown & Co (87) 
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(3) Unfaiourabh Ati'-uer to Same 

Confidfutud Loxcov, 

11 August, 19—. 

ToT Joses bsQ 

The Universal Supply Company, Ltd , 

Manchester 
Deab Sm, 

In answer to your enquiry of yesterday a date I regret to say that 
I can give no {avourable information about the firm mentioned, afld- nn i 
a stonished that our name was given aa a reterence 
\oars faithfully 

Gner, Bsows L Co (56) 


(4) Ttt^iustto Architect fo) Estimate 

* Boiie(.am>s *’ 

Pinioss, 

Uico Wycombe, 

Buck* 

1 Se^UmbtT, 19—, 

To Messrs DiRiEns d: Teiu.oh, 

Aichiteota 

100 Victoria St 

Westminster S W 

GSRILbUB'r 

Will you kindly submit me design and estimate for a timbered 
bouse and garage to be built on a recently purchased freehold plot 120 ft 
by 20 ft , at Gerrard t Cross Bucks “> 

I believe, by the bouse of your design I lately saw at Northwood that 
you are particularly skilful m designing each bouses and ahould like 
fixtures similar in design, tbongb vith differences in des gn of carving, to 
those in that house— viz solid oak staircase fioorings, mantelpieces, 
ivindow recesses and frames gable ends and doors 

The house should have the latest domestic conveniences such es a 
teak wood sink inset gas stove and kitchen range and hot water apparatus 
of latest design I should be prepared to spend from £2000— £9,500 on the 
bouse and garage 

Awaiting au early reply, 

Yemrs truly 

Wit Wallis (157) 

Exebcisbs oh Lbttebs of Enquikt 

1 what method does a firm genei^y adopt to ascertain the financial 
position of a fresh customer v 

2 Write a letter to Johns b Co , White Street Birminghain, as from 

bloses & Co , of Walpole Street laverpool, askmg for information in regard 
Vi th* bn.i’-'a^s/i sfAcfiiug ot Ccedxtasd, Os , asking ’nbAtbcc 

credit to the extent of £450 may be ventured 
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3 The Roosekt, 'Wimbledon, 

■ 10 August, 19 — . 

Dbab Sib, 

I have a sod, agect 10 jeus, lor whom I am anxious to find a good 
boarding school Trom what a fnend tells me, I think youi establishment 
would answer the purpose Id view sdmirablf Would you kindly send me 
full paiticoiars, lucludiog the lowest xnclnsire fee per tiuarSer, and oblige 
Yours truly, 

Clement Tsomis (72) 

The Rev II 'Wilmot, 

The Grammar School, Wells, Rocfolk 

HotrKS TOB Replt 

School healthily situated, easy tram journey from Loudon, special 
attention devoted to juniors Three Resident Masters end a qualified 
>Iatron Sea bathing Liberal education suited for commercial life 
In coQsequesce of endowment, reduced fre can be charged, via 80 guineas 
per aoDoia for boys over 13 35 for boys u&der, with slight extras Small 
entrance fee Qoci references Three terms 

i Write a Utter asking lot pailicuUrs of s chauileut who has applied 
to you lor a situation (Particulars —Character Sobriety Honosty 
Clean Lioenoe Eogineecmg ability Expenecce ) 

Circular Letters — When a firm bas a matter of geoetal 
jotereab to commuDicate, it ciicularises the people interested or 
likely to be interested The circular letter it sends out should 
be carefully prepared, so that it shall not be fore doomed to the 
waste paper basket It should be attractive in appearance 
well pnnted, and the opening paragraph should give a hint of 
the importance of the contents, so that the letter will not be 
thrown aside Circular letters deal with such matters as the 
establishment or extension of a business , the change in con- 
stitution of a firm by the death, retirement, or admiBsion of a 
partner, its amalgamation with other firms, or its conversion 
into a limited company, the change in policy of a firm, 
departments added, substituted, or dispensed ivitb , prices of 
goods increased or decreased, alterations made in staff , change 
in representatives , the calling together of a bankrupt firm s 
creditors , notice of power of attorney granted to a firm a 
representative. 
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Examples — 

(1) Disposal 0 / Biisinsss 

90 niOR Strelt, 

Watforp 

Herts 

March 10— 

Sir or 'Mapam, 

I beg to loform yoa th^t on Ktiring from business, I base disposed 
of my Groeccy Prov sion Wino and Spint Business to Messrs Wright 
Bros of 5t Albans srho havo tbeio carnad on for many years a similar 
business mth great success 

Confident that they sritl merit the kind patronage you have extended to 
me for so many years, 

lam 

koura faithfully 

Lawrfxce Kna 


(2) AlUratton tn D/pe/rtmenls 

HO Westbocrne Gbote, 

Loxoo's W 

i October 19— 

Dzab SIapam 

We herewith not fy you of our inteotioa to close out Haber 
dasbery Department and extend our Ladies Tailoring and Dressmaking 
Department ow ng to the increased demand for our costumes and dresses 
We find that owing to onr limited spaoo and the impossibility of acquiring 
adiacent premises we cannot carry on both departments satisfactorily 
e haxe put m hand alterations to the back of our premises to provide 
additional work room and show room accommodation and engaged an 
expert cutter of long West Bod experience The newest model gowns wiU 
be shown in windows to be specially constructed for the purpose 

Hoping that you will conlinue to farour us with your kind patronage 
Xours faithfully 

Scott akd Lewis 


Exercises on Cibculae Letters 

1 Draw up a circular letter atmonnciDg a change in a firm on account 
of the retirement of a partner 

2 Draw up a circular letter announc that Thos Smith has admitted 
his son into the business which will be henceforth known as Thos Smith 
& Son 

3 Draw up a circular letter to customers notifying a decrease in the 
prices of your goods 

4 ’'It A Colborne junior partner in a firm is retiring on account of 
ill health fir Mann has puccha*^ Ur Colborne s interest and has 
arranged to introhuce 'Uis son mto fbe 'bns ness and together they will 
trade under the name of J Uann A Son Draft a suitable ciicular letter 
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to despatch to customers m/omiing them of the changes, and solicjling a 
conttnusDce o£ their patronage 

5 Write a circular letter to enstomers, annouacing the closing of the 
Birmingham branch of your bnsioeae, and the opening of new premises in 
Liverpool and in Manchester 


Advertisements — ^Th© adrertisiDg side of a commercial 
house IS important in theso days, when even old established 
firms do not despise that means of extending their business 
In many oases the advertising is entreated entirely to advertis- 
ing agents, who have the advantage of speciahst skill and of 
practical knowledge of the advertising medium best smted to 
the case Some firms, however, realising that their advantage 
over the agent is a perfect knowledge of the character and 
circumstancea of the thing advertised, do all but pictorial adver- 
tisements themselves In such a case, the preparation of 
advertisements, whether directly for newspaper advertisement 
columns, or indirectly for paragraphs m the body of the paper, 
or whether by means of circulars or catalogues, is an important 
section of the office work Dealing with replies to them also 
provides a good deal of clerical work, and the advertisement 
should be drafted so as to avoid all unnecessary enquiries 
Again, the principal point of the advertisement should appear 
at a glance One is astonished when taking up a newspaper, at 
the columns of adveitisements beginning in a uniformly vague 
way, such as Reqmed Lady, SmaH, Expenenetd, when the 
weary searcher is expecting to find as the first word what is 
required, eg LEDGER CLERK, FOREIGN CORRESPON- 
DENT, TRAVELLER, ENGINEER. STENOGRAPHER. The 
important words m the advertisement should be in capitals, so 
as quickly to catch the eye of the searcher If a post is adver 
tised, the employer should state so clearly and comprehensively 
his requirements, that dozens of unnecessary applications need 
not be received 

In the case of Circulars, care should be taken to make them 
as brief as is consistent With completeness The matter should 
be broken up into short paragraphs, according to the points 
SssiiiX'SS ihsgixids ssssi hs and 

the shortcomings of sunilar goods hitherto on the market 
summarised without exaggeration The better tabulated the 
cucular, the more sure it is of a reading 
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Exercises o’* Adxertisements 

1 Reply to the following advert sement.drawBn'etnolope and properly 
address it to the advertiser — 

BOY OR GIRL CLERK wasted Good bandwtiting and quickness 
at figures es'enlial References required — Clark, The Market, Derby 

2 Write out clearly, from the notes below the reply to the following 
letter — 

14, CHantTox Road, Saxdkbstead, 
10 August, 19— 

Dear Sir 

As I see from an advertisement in one of the daily papers that 
you have a Drapery business for sale in Kent I shall be much obliged if 
jou will favour me with paiticnlars of the same 

Yours faithfully, 

SwrES Jacksox 

To Mr Herbert Burrows 

Auctioneer and Business Broker, 

10, Moorgate Street E C 

Notes fob Rbflt 

The business comprises a Grocery Drapery and Outfitter's business. 
Situated at bfaidstone Takings last year £3500 roughly Has been 
established 100 years and to same hands 20 jeacs Premises comprue 
8 shops all adjoining 7 rooms nice yard garden, stabling and store 
bouses Price including all fixtures horse and van and stock, £9S0 
About £l00 of purchase money could remain Will bear investigation 
Owner tetumg 

3 Write out clearly from the notes below a reply to the following 
letter — 

14, Busb LsSfi, Ehfibi-d 

21 June, 19—. 

To Mb Johp G Jacksoh, 

14 North Street, 

Beading 

Dsab Sib 

On reading tbrongb the columns of The Berkshire Herald, I 
notice that you have a CoDfectionei s Tobacconist s, and Newsagent s 
business for sale in Berkshire, and ehall be much obliged if yon will send 
roe particulars of the same 

Yours truly 

Frsbk EdkuidS 

Notbs fob REPur 

Price asked £200 which inclndes all stock and part fixtures and fittings 
Books kept trial allowed Bent £35 Bound of about 160 customers 
Shop 4 rooms large store and back entrance situated in Palmer Street 
Beading Can be looked over by appomtment Taking about £16 a 
week Can easily be increased by canTassmg 
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4 Write letters replying to the foUomog adTertisements — 

fa) A well fitted, detached, non basement RESIDENCE TO BE 
LET, ST. LEONARDS, oTCilooking sea, chalk soil 3 reception, 
B bed and servants’, billiard, garage, conservatory Large garden 
surrounds Newly decorated modem dcainaga, eleotric light, central 
heating Immediate occupation Golf, tennis f ISO p a A B C , Agents, 
St Leonards 

(6) MILK, S W LONDON, nnopposed positioo Same banda 21 
years Selling 150 gallons daily, irarseiy milk, highest priocs 6 prams 
£50 weekly Shop double fronted marble fitted First class dairy produce 
Bent £80 long lease £2000 includes all ABO, Agents SW 

5 Draft an advertisement, including the following paiticulats Owing 
to continued illness you arc anxious to sellyonc motor car, Argyll, 12 horse 
power 1912 Two seater, with Victwia body and laathei hood Double 
and single dicky seats Nicely finished in polished walnut, and in first 
class running order £450 would be taaen Ready for immediate delivery 
All accessories A wondcrfol bargain in every way Apply TbeWotorand 
Carnage Co , Ltd , Long Acte London, W 0 

6 Write iQ correct style an answer to the following advertisement from 
The Nation a Nerds Sign the letter as from S Tunniclifle 188, The 
Parade Southport 

WaMfo —CLERK, about 17 for office and general work State full 
paitioulars Address X 06 

7 Draft an adieitisement for a secretaiy and reply to same 

9 Draft an advertisement la respect to some newly invented goods 
NYnte a letter to a newspaper asking for terms tor insertion also reply 

0 Draft a ciioulai concerning a new vamisb Word limit— 200 
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TRANSACTION 1 

Letters aad documeots connected with House Insurance. 

(1) A’lliny /or f artietilars of Insurance 

FOBPROrSE 

Love Lame Pixneb 

5 December 19 — 

Dear Sib 

1 am desirous of eSecting an insucaoce in jou; Company of 107 
bouse and furn ture at above address and shall be glad if you will kindly 
forward me the necessary forms 

Yours truly 

Dovald Gbet 

The Jlanagcr 

L Assurance Corporation 

London EC 


(2} Reply to A 0 (1) ench$tii{} Proposal Form 


BONUS YEAR 19- 
Life Department 


ALL rAKTtCtrATIVO UTB FOIICIBS irrECTSO PCRTVO 
TUI COARIVT TIAK Wlbl BAIK FOK ROVli AT TUB 
TAACITIUV to n MAPI OS TDI SI PICZUlll 19 


riSE DjpliinfENT 
L> Xbaast llaanger 


IILIFROVR bos 

IONDOVlVAlL3»Sd9 


- Aworance Corporation 

London E 0 
6 December 10— 


Dovald Obey Esq 
b ordbouse 

Love Laue 

Pinner kidss 

Deab Sis 

^^e are duly in receipt of your favour of 5th inst and have 
pleasure m enclasing proposal form If you will kindly fill up and return 
same the matter shall have our immediate attention 

\ours faithfully 

D Thomas 

Manager 

(3) Forti a) tft iff Propo ai Form filled up 
Fobdhouse 

Loth Lave Phtieb 

7 Decen ber 19 — 

Dear Sib 

I am in rece pt of your favoni of 6th ujst enclosing proposal 
form which I now lelum duly filled up 

I shall be glad to bear that yon are holding me coveted in the mean 


: Corporat on 

London E O 


Yours truly 

D0J.A1 .D Gbet 
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LETTER "WBITING 


35 


(4) Proposal Form complete 

®i)£ % assutance ©otiiocation, 

FIRE, LIFE, ACCIDENT, BURGLARY AND MARINE 

HeadOffice Iiowos EC (TOWN) 

Telephone Nos Wall 3918 and 9 
PROPOSAL FOR FIRE INSURANCE 


On the Building of a private divelluig bouse bujlk of brick and S 
roofed with slates situate Fordhouse Love Lane Pinner J. 
Uliddlesex • 

On Household Goods and Personal effects of every description 
incind ng China Glass Looking 01su>sos Jewels Clocks 
Watches Trinkets Medals Onnosities Engravings Draw 
mgs Prints Paintings Works of Art Sculptures Musical 
Mathematical and Stnentifio Instruments but excepting any 
Pictures or other Works of Art which are specially insured 
(no one Cur osit; Pictnre piece of Sculpture or other Work 
of Alt hereby insured to Ho deemed of greater value than 
£40) all belonging to and in the private use of the Insured 
or members of his family or domestic servants in the afote 
said Divellisg Ho so 

Memo —The Property insured by last item to be held covered to 
the extent of 10 per cent of the amount insured thereon 
whilst the same is temporar ly removed to smy other private 
D veiling House Lodging House Hotel Clab Benk or Safe 
Deposit (not being pait of a Furniture Depository) in the 
United Kingdom 

On Trade Fixtures and Fittings (exclusive of Plato Glass and 
Plate Glass Fronts) 

Or) Plate Glass and Plate Glass Fronts 
On Stock and Utess Is in Trade 

On Goods in Trust or on Commission (for wh eh the Proposer is 
responsible) 

On Building of Stable and Coach House under one roof or com 
municating with each other built of and 

roofed with S tuate 

On Horses (no one in caseof loss to be deemed of greater value than 
£40) Carnages Harness Stable Utemufs and Fodder therein 
On One Year s Bent of said bnlldiDga la proport on to the Sum 
insured on each 


QUESTIONS TO BE ANSWERED BY THE PROPOSER 
1 — Is there near the premises above referred to any risk 1 

otbet than a Dwelling House’ Ifso g veparticulars Ho 

i — Are you already insured with this Ofilco V Ifso state 1 
Hrariverjif 1 

3 — Has your Insurance been declined by any Ofhee ’ No 

4 — Have you ever had a loss by fire? If so state 1 


>0 recommended you to apply to this Office ? 
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( 5 ) Itephj to 0 (‘^) 

BONUS YEAR 19— *i.i. PARnopAmc urit poticiis EFrEciBD ncBtfo 

Life Department o-?m* 3^^BCEa7^^y“* 

flRE DIPATITMEM 
D ThoiDM \lansger 
TELEGRAPUIC ADDrESR 
8AtErLAl»D 10M>0\ 

LONDON WALL 30Ib & 9 

Donalo Grey Esij 
‘ Fotdhovi'e 
Lov« Lane 

Pinner ’'Wax 

Dear Sir 

Tt fire Jnsunmcr £2003 

lour proposal form dul> £lled up is to band On the receipt of 
the premium £l 16s ve eball bare pleasure in bolding you coTOied 
pending the preparation of tbe policy 

\ours faithfully 

D XSOllAS 

Manager 


Ii Assurance Coloration 

I>ijadoB E 0 

8 DeumteT, 19— 


(6) Prmiiin Forttardel 

Foudboosp 

Lo\B Laj.e Putseb 

9 Dscemter 19— 

Dear Sin 

Enclosed please find my cheque value £1 I6s in payment of 
preoiiiim on Fire Policy No 5942631 

Noting that you bold me covered Irom to day s data 


Tba Manager 
L 


\ouis faithfully 

Donald Grey 

suiance Corporation 

liondon E G 
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(7) Policy of Insw ancB 

THE L ASSUEANGB. 

Head Office London E C 


Fire Pohcy No 5942631 
D Grey 


Renewable at Chkistmas 19 — 


In order to avoid misappreliension the Insuied 
IS req^uested to read this Policy and Conditions 
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THE L 


ASSURANCE 


INCORPORATED BY ROYAL CHARTER, 1720. 

No 5912631 FIRST PREHIOJI. 

To 25 December, 19— 

£1 16j. 

ANNUAL PEESnUM. 
Pa>&bU at 25 December, 

£1 14i 

tSfits; 3nsfntmcnt or '2*oHcti of ^Susurnncc iJSihtcssci^, 

That UIKIN no'«ALt> Gpet, of ■ rldhou^ •• Luie L»ne, pinner, SIiddle=er 


&mi INSURED: 
£SOO 


, Merchant (hereinaftei called the loeured) parioe to the Corporal 

THL L \SSbRA\CE (hereioaflet called the Corporation) the Sam of 

One Pound Sixteen ShiUinjia for la*urioS ai^ia<t Uoaa or Damage Fire, aa 
hereinafter mentioned the property bereioaftcr deaenbed is the Snm or aerera! 
Sums foUoviog MS. — 

*0 on ihusehold iiQ-lt and ptmnal ^«li of trtiy JfHrtplun, inefudiw^ CTnid; 
GIm, Looluo Jcirtfs, CfotZ*, lla/ciSra Tnnlfls, Jfodalt, CKrior'” *" 

Snararma*. Z)rj|fiaa»> Pt’Ktt, Horfa ^ Art Sculpture' 

ntifie Jatrvmeit', but exc/ptiny any F$et- 


I, 3fuiieal, 
.. jr other llnrla 

, 5 / Seulptera or 

... ^ . .. .d r« ie deemed of gieater raiut than £40), all 

n rle piiri/e bm of lie /miirea or Jiimbere of hte family f~ 
in Zia Prime Direllioa I/ouee and domeilic ij^ei all e< 
and */arrd, eiiuate and beina ae a^re 
aaid X^av//iN^ Uouee and wmeetic o^eh 



CHAPTER II 

FILING SYSTEMS— LETTER COPYING DUPLICATING AND INDEXING 

»$ to UU ijrstmt ^ f Stainon Ud) 

Filing Systems 


The rapid expansion of commercial enterprise in the nineteenth 
century brought about such an increase in the amount of 
correspondence bandied by business bouses tnat there arose 
a great demand for an impioTement to the method and means 
of dealing rvith it Tilsny tvere ibo attempts made to solve the 
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Tins file had qualities which were speedily recognised as 
valuable b} the whole world o commerce The papers lay one 
upon anoti er m horizontal position securely held by the closed 
double arches upon which the marginal perforation enabled 
them to be thieadcd like keys on a ring Any intermediate 
paper might be consulted by simply turning the superincumbent 
papers o\er the arches on to the farther p liars whereupon the 
paper required lay plain and flat before the reader 

If It was desired to insert another sheet a slight pressure 
Sideways on one of the arches swung both of them away from 
the posts upon which the lower pap rs lay giving immediate 
access to the file in the part required 

Papers were filed either alphabetically or chronologically 
and when the files weie filled the mass of papers and indexes 



were transferred bodily fiom the file in use to a permanent file 
of k ndred nature made of size and shape to si de into a case 
which would protect the papers for all time against the ills that 
befall them whilst st 11 enabhng them to he referred to with 
ease whenever occasion should demand 

The use of this file spread with great rapidity It seemed 
to be perfectly suited to the needs of great commercial houses 
and Government Departments and although some mmor im 
proveraents have been made m the fi e yet it remains essentially 
the same to day as it was th tty years ago and for the purposes 
mentioneu nas never tnown a serious rival 
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one department or office Bat m manufactories and executive 
departments it -was frequently necessary to take them to other 
rooms, and even to distnbuta the papers belocging to one 
subject among those who had portions of thfe -work to do 
Afterwards, of course, these ^a;peis had to be collected and filed 
together 

This required a different system, and it was found in tbo 
development of the “ Dossier” method, the placing together in 
a single folder of all the papers dealing with a single peison, 
firm, or subject — a system that had been in vogue time out of 



mind These “ dossiers had, of course to be put away when 
the matter within them became “dead ' They weie usually 
tied up in tolls or parcels, and put away on shelves or in 
cupboards Then came the Vertical File and, the Vertical 
Filing; System. As long as the “dossiers. ’ or folders as they 
are more generally called, me in the office tljgy are placed 
vertically in draweis with the open side uppermost This 
position IS always maintained by the pressure frijm behind of a 
sliding stop, a most important feature of the drawer The mner 
side of the further leaf of the folder is usually inscribed with 
the name of the firm or of the subject dealt with fiy the papers 
within the folder, and this is made easily visible by the nearer 
half of the folder being cut rather shorter than the fur^' '' 
and by the ezpansiou resulting from the presence 
within the folder st way of 

Nest, guides made of stout board and rather ^ corre- 
folders were introduced to indicate the alphabeti 
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tho sub eet or even the Geograph cal District to which the 
folders immedntely bel md it belonged In order to prevent 
confus on bj the misplacement of a gu de it was necessary to 
make these a more permanent feature of the drawer whilst 
giving them tl e means for forward and backward movement 
T1 IS was done by makng project ons on the bottoms of the 
cards foi movement in a countersunk portion of the bottom of 
the drawer perforating these projections by holes tho edges of 
which aie metal reinforced and pcrcing the holes bj a rod 
controlled by a knob in the front of the drawer Thus whilst 



A Vertical F Ic arranged Tith Alpliabetical Daily and Monthly Gu des 


the folders were read ly removable from the drawer the guides 
would remain 


The system of Ve lical Flng has therefore an elasticity 
about It wl ich is not possessed by the system of Double arch 
Flies but on the other hand the Double arch Files have a 


socur ty and a method in mampuUt on that are immensely 
valuable for certain classes of work There is not even r valry 
systems so distmct are their special qual ties 
'^‘^pheres of their application 

bnsmesB mvolves the employment of a 
> 1 ^^ staff must either be larger or more 
^*^e of 'Vertical Riling because of the 
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risk involved m taking papers away from the fihng department 
The danger is not so mucb m the loss of a folder as in the loss 
of a single paper "Where the whole contents are not to be 
distributed, but to be kept together, the difficulty is oiercome 
by the use of the Binelace Folder, a folder in shape exactly like 
those in common use, but having an internal arrangement for 
binding all the papers securely 

Recent Developments m Filing 

The Double arch File — Minor improvements have been 
made with this file but they are accietions only they do not 
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affect the principle Perhaps tho most notable change in the 
application of that principle has been m making flexible arches 
so that it could be used in expanding book form, the file itself 
folding flat within the book Such a file is usually known as a 
Shannon Flexible File 

Vertical Filing has lent itself more readily to modification 
and it has done so because of its neai relationship to Caid 
Index In several modem systems for instance there is the 
use of a combined Alphabetical and Nurnerical Method 
Tie NunjerJCaJ Method ts tba smtiest and saresi way of 
fihnij, hut it IS valueless for finding unless there be a corre- 
sponding alphabet 
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Tbis mij bo kept as a Card Index apart from fbe Vertical 
Filing Drawer or the two methoda maj be combined by 
making each Gu de of the ^ertIcal File serve as the Index 
Card for the Folder-, jmmehatelv behind it In addition the 
guides are usualh numbered as well as lettered the accom 
panviDg folders being tabbed and aUo numbered not only like 
the guide but also with a number of their own This com 
bmation makes a verv practical system and works admirably 
\ still later development however is the “ Direct Name’ 
System, so called because the names on the folders are directly 
t isil le There is no Index whatever supplied with this system 
Its principle is extremelv simple \iphabetical Guides are 
provided each gude bearing not only the alphabetical sub 
d.Tision but also a number corresponding with its order m the 



senes The foldei» aie piovided with wile tabs so tha* there 
IS room brat for the number corresponding with the guide 
behind to wh ch it belongs and then the full name and address 
of the Correspondent 

Filing IS done by number the folder being dropped any- 
where between the guide to which it belongs and the next 
guide in the series 

Finding is done either directly by name or fits* by Guido 

.and 

In practice this is quicker than the combmed Alphabe'ical 
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and Numerical Method, and it lenders the writing up of 
Indexes unnecessary 

It will readily be andeistood that a drawer loaded with 
papers folders, and guides must become very heavy and difficult 
of handling But here the inventors have been again at work, 
and now a drawer, however heavily loaded it may be, can be 
opened to the full by the puU of a finger nail 

Transferring from Vertical Files 
The whole of the contents of a full diawer aie transferred 
to special drawers or boxes which are then properly dated and 
numbered and stored away 



Traoster C»s» ivilb Meta) Follower is position 


In the ease of Alphabetical Nutnencal and Direct Name 
Systems, the guides, which have been made of specially stiong 
material for the purpose are left m the drawers for further 
using Their place Js taken in the Storage Cases by the Mis 
cellaneous Folders which ba\e been in use for miscellaneous 
correspondence and which are lettered and numbered like the 
guides 

Letter Copying 

Senous minded busmess men of to day recognise that the 
copying of their letters plays an important part m the success 
or failure of their efforts They know that business concerns 
are apt to be judged by theic methods of which the letters they 
send out are an indication Only too often does :t happen that 
letters ate sent out creased, smudged or damp, with consequent 
foss of prestige to the Husmess House sending them out But 
the concern which sends out perfect letters does not always 
retain equally perfect copies, and the object of this treatise is 
to show how simple it is to attain both perfections, and how 
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easil\ the possibilitj of error and misanderstanding is ehmi 
Dated 

In descnbiDg Filing Sj stems wo have alieady shown how 
necessar) it is, in order to obtain efhcient and smooth working 
of internal organisation, that the copies of all letters should be 
filed with the letters they answer The sequence of correspon 
dence must neier bo broken, and ever} letter should be with 
the copy of its answer This is impossible with the old screw 
press and bound books, bat it is not the onlj objection to this 
method The copies obtained b\ a screw press are notonously 
bad A screw press is rarely ready for use The process of 
copjing is so long that in the rush of mail time it frequentlj 
occurs that a letter is posted without being copied, and gene- 
rally those which are copied aro spoilt and smudged In short, 
one IS dependent on the skill of the office boy for the copjmg 
of important letters If he is in a hurry or unskilled, your 
letters are spoiled and jour copies arc bad 



The Carbon System of Copying enables one to keep letters 
and copies together, but the records of outgoing letters obtamed 
by carbons ate copies only m name They are unsigned, they 
are ge^^alfy blurred, and each finie a fetter is altered, tbe 
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carbon copies have also to be iJtered sometmes this is done, 
and valuable time lost, but more often than not, these altera- 
tions are not made on the copies, and the record oE the out 
going correspondence i& wholly unrehable 

Of the two methods described above, the screw press is the 
more effective way of copying The copies given by the screw 




52 


MODERN BUSINESS ROUTINE 


This machine can be fitted with a rapid cutting attachment 
to cut a large number of copies all ono size at one stroke of the 
knife The letters are simplj inserted into the machine copied 
as mmj times as necessarj, and the next letter is fed in The 
whole process is carried out simply by turning the handle 

One of the chief advantages of the machine is that the 
copies can be guaranteed to be permanent because no chemicals 
are necessary lu the copjmg process the entire copying being 
done by means of a pure paper and water 

The speed of the machine is often as much as forty letters 
per minute, but naturally vanes according to the length of the 
letters It should be remembered that although the machine 
can be fitted with a rapid cutting attachment for cutting all the 
copies standard size tlus does not prevent copies longer or 
shorter from being cut off Any length letter can be copied 
and out just as easily as the standard size quarto A very 
izDportant use of the copying machine is that it can copy in 
coming lettoi-s as i\ell as outgoing letters For instance, a 
firm with a factory would frequently find it extremely con 
vcmient if they could copy an incoming specification and send 
direct to the works without checking This is very easily 
done ^ith a good copamg machine and the possibihty of errors 
IS eliminated as well as a considerable amount of time saved 
It goes Without saying that, m choosing a copying machine, 
the ideal is one which is quite simple, which does not blur the 
original, and which uses water in preference to chemicals 

Duplicating 

As ID letter copying there are many ways of obtaining 
duplicates of letters and cfrcnlansiug matter, and it is difficult 
to/" ve an adequate description of each method in such a hmited 
The most recent type of Dupheator prmts by means of 
ypewnter type 

object of this machme is to produce letters winch are 
ance typewritten and are tecened by the addressee 
«'mmuDieutions 

, quickly set up by means of the type setter and 
®'’bich form the cl^se of the machine when they 
Md copies toge^ duplictmg bed There is »h adrantago 
y car ons are 1 corrections in the type without undue 

are ge>^ra y blj^^ Duplicator lUnstrated this is done merely 




similar to that used on a typewriter but very much wider It 
IS automatically set is motion as each copy la taken so that it 
IS evenly used An interestmg feature of the machine is the 
addressing attachment, which obviates the necessity of having 
to fill m the name and address by band or by typewriter when 
the letters are duplicated Tbe addressing apparatus consists 



Address Holder for use «itb Shaciiotype 


of four bars fixed together contamiog the name and address of 
n cbenfc A large number of these are kept in stock by the 
firm circularising and an immense amount of time can be 
sa\ed where circulars are being sent out regulaily to the same 
clients 

It IS becoming largely used by firms whicb require to send 
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out the same letters at ranous intervals during the year, hut 
which for \ irious reasons cannot have a larger number of 
letters printed than are actually wanted for existing require- 
ments In such concerns the letter is set up once in the 
bars the requued number of copies is run off, and the bars 
with the setup tjpo are stored notil they are again wanted, 
when thej aio put back into the machine and further copies 
taken 

Another important use for the machine is the pnntmg of 
price lists especially when prices are continually fluctuating, 
and here the facility which the bars give for rapidly changing 
any portion of the type is a valuable consideration 

By some concerns however, a stencil machine is preferred, 
and below is an illustration of the latest automatic Rotary 
Stencil Machine. Every action of this machine, down to 
the smallest adjustments for inking and timing is automatic 
The duplicated sheets are also automatically blotted as each 
one IS thrown on the trav 

Card Index. 

Its Origin and Value — The Card Index System is said 
to have had its origin in Pans about the time of the French 
Revolution, but whoever has had anything at all to do with the 
system will say that there never was a time since men flrst 
made records of thar accumulated goods when it did not exist 
Indeed, Card Index is almost a law of nature , certamly it is 
one of the inevitable things of store keeping, whether that store 
be of goods, of books, of knowledge, or of names 

For whenever classification begins divisions must be made 
m the records and the simplest way of makmg these divisions 
IS to make a separate and distinct recoid of each class If the 
records must be still more precise in their information, then a 
further separate record can bo made for each unit "When the 
unit records aie assembled m then classes and the assembled 
classes are brought together to make the whole, then a Card 
Index has be^'n established 

The principle of Card Index differs from that of other mdexes 
only ID that it is a Untt System each item, each class, being a 
separate physical umt whilst other indexes aie not separable 
in time and space That these units are of thicker or thinner 
material of flimsy tissue oi stout card, does not affect the 
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nature, a punciplo so simple that it is rediscovered every 
day 

And jet Card Inde^ is regarded as a modern method, and 
one maj ask how that comes about What has happened is, 
that this system has been applied more wisely, more 

scientifically, than ever before, and tbe results have been so 
very surprising that men come to look upon it as a new thing 
The following advantages are generally admitted — 

First, the system is extremely simple, requiring a minimum 
of apparatus and a very small expense for roamtenance 

Secondly it is u live system, all dead matter being 
periodically eliminated 

Thirdly, it is a very much alive system, because it grows 
naturally and suits incieasing needs, that is to say, if a 
business increases, the system increases with it, but it is the 
same system, not a sew one 

Fourthly, it is a time and labour saver, because no tune 
or effort is spent upon dead matter, and also because it is easier 
to finger cards standing on edge in a box than to handle tbe 
leaves of a large book 

Methods of using Card Index. 

Caid Index is best understood by seeing a few of its appli- 
cations. 

Fig 1 shows an oak tray fitted with a Card Index System 
The tab bed cards are called Guides they are the Guides or 
Indexes of classification In front is a guide with a wide tab 
inscribed " Open Accounts ’ Further back is another with 
the words “ Closed Accounts " The front portion is therefore 
a “ hve ledger, the rear portion a ‘ dead ’ ledger 

Eiery card represents a separate account, and these are 
arranged behind the alphabetical guides An outfit hke this is 
intended for any numbw of accounts up to 400 

Fig 2 shows an application of Cacti Index to the keeping 
of records of Real Estate Note how the guides classify the 
towns, tbe streets (with the run of the numbers of the houses, 
odd numbers on the one side even numbero on the other), and 
the hundreds numbers Then observe how the front card is a 
vnit card giving every possible piece of information concerning 
one house, No 124 Alhng Place To assist the eye in rapid 
discrimination, colour is used freely In this case the “ Bristol 
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guide 'would probably be blue the street guides yello'W or 
buff the hundreds guides pink and the cards whita 



This Esal Estate record is a fair sample of simple record 
keeping The same principle is used for filing information 



concerning all kinds of things — even matters as diverse as the 
diary of a Society lady and the physical description and criminal 
records of the prisoners in our gaols 
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Tho next illustrahon sbonsa form useil by a factor} mating 
special machinery 

Records of time and matenals are assembled from other 
card forms in use m this concern The total enables the 
management to determine whether each individual job has 
been handled at a profit or not, and provides a basis on which 



Note how the cards are perforated This is to allow of 
their being locked in the drawer whenev er necessar) There 
13 a flat rod m the bottom of the dtawei or box Usually it is 
placed edgewise and so does not interfere with the cards but 
a half turn of a knob in the f ont turns the rod horizontal and 
locks the cards 

There seems to be scarcely any limit to the application of 
Card Index Here is an instance of its use for collecting over 
due accounts 

When an account becomes overdue a card is made out 
recording the particulars and this is placed between alpha 
betical guides with an indicator adjusted to the due date, so 
that automat cally the account is brought to attention 




INDEXING 


59 


Collecting Overdue Accounts 

■When an account his been collected these cards are filed 
in a Collected Section, forming a very useful guide for future 
reference should the account again fall m arrears, and indicating 
just the pressure necessarj to obtain payment 

This illustration is interesting because it shows the use of 
Signals. It will be observed that the letter dated 3/5/10 



promised payment on the 2ilii inst The Signal is placed over 
the 24th which means that when the 24lh arrives this account 
Will not be overlooked 

The use of signals is very varied, but usually they indicate 
the lack of something — either that a stook is run out or that a 
matter is requiring attention 

The next block illustrates what « probably the highest 
development of Card Index that has yet taken place — the 
Shannon Safety Ledger — a combined Alphabetic and 
Numeric Method, with Direct reference (In this connection 
Bee the corresponding section of the article on Tiling ) 


60 


MODERN BUSINESS ROUTINE 



SbutDoo Safety I«dger 
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This Ledger cUims io embrace tba besfc features id combina 
tion of all methods used in Card Ledgers, and in a form ■which 
overrules every objection to ordmary Card Ledgers 

Briefly, the key of the S^tem is that each guide is m itself 
created a numerical register of all the cards arranged behind it, 
whether the basis of the Ledger be Alphabetical or Geographical 
There is thus secured instant visible access to any account 
wanted 'without reference to any index, but with all the safety 
ensured by the numerical registration of every account opened 
The ‘ Shannon Safety Ledger, therefore, is both alphabetical 
and numerical ■mtliin each subdivision of the ledger, whatever 
the classification, and no Nanre Index is necessary 

In alphabetical arrangement ample subdivision of guides is 
taken, and tba guides are numbered consecutively , each of 
such numbers forms the control number to the cards filed 
behind that guide, the Ledger card supplying the terminal unit 
number printed on its tab Thus, taking the first section of an 
eighty division alphabet tbe guide would be Aa Am 1, and the 
cards in that division ■would bs 1 — 1, 1 — 2, 1 — 3 etc With 
adequate subdivision of guides there should neier be more than 
10 — 16 accounts in any one subdivision The name of the 
account always identifies tbe subdivision to which it belongs, 
irrespective of tbe card bcariug tbe guide number registeied on 
the right hand corner Every account as opened is registered 
immediately on the face of its correct guide card 

Eearrangement of Ledger order is simple and in no way 
destroys the Self balancing principles so usual now The trans 
fers are simply debited and credited from one Ledger to another, 
lia Adjustment Accounts 

Cross Indexing 

In business bouses it is often necessary to do cross indexing 
For instance, Messrs Dnbois, scientific instrutDent makers, 
receive information concemmg the new alloy Duralumin It is 
recognised that the information is valuable, but there is no call 
for its immediate application It might possibly seorve for 
certain special castings of the si^gested Equatorial Telescope to 
be erected on Cader Idris, if that proposal — which is at present 
very much in the air— should ever come doavn to solid earth 
How should the information be dealt ■witli ? 

Tho papers are enclosed m a Folder, given a number, and 
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/filed lo a vertical cabinet a 5 x 3 card bearing that nninb°r 
/ being made for Duralumin and filed under that name behind 
the guide for \11ots in a Card Index drawer Now it is possible 
that when the designs for thistel^'scopo are actually being made 
the metal Duralumin which has not yet been used by this firm 
may I e forgotten To a^oid that a second card is made out 
bearing the words Doralumin for Coder Idns circular castings 
and the number of the folder and then filed behind a guide 
marked Coder Idr s 

■What IS the result’ ^\heae^er there shall be any call for 
the use of a new alloy or metal whatever that purpose may be 
Duralumin will recene cons deration and further whenever the 
subject of the Cadcr Idis Observatory is gone into the value of 
Dunlumm for the circular castings will be taken into account 

Card Index Furniture and Materials 
Tbo principle of Card Index that is the Unit System, has 
been earned o\cn into the Furniture provided for its accom 
modatioD 

If Card Index is used on 
any Urge scale it is almost 
invanably supplied in sectional 
units and these are frequently 
combined with ^ ertical Fihng 
Drawers Bookcases and other 
means of storage 

The Cards themsehes need 
special consideration They 

are generally made m three 
thicknesses thm mflum thicl, 
and for general use the medium 
is tl e one chosen These 

cards should have a good sur 
face for writmg and erasing, 
be tougb so as to resist teanng 
and be of the same nature 
throughout — good Imen rag 
They should then be cut and tabbed and perforated by 
machines of precision otherwise disorder will soon reign 
tbroaghoat the system 4 diSereaeeal meh will olten cease 
trouble especially in repeat orders 
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Many general stationers offer to do this work, and some of 
tifiein doubtless aceowphsb it sabslaotoril^ , but the trork js 



highly specialised, and the safest thing is to go to the specialist 
and having given the order, seo that you get the articles correct 
to a hiirs breadth 


sample ol a Shannon Double Ledger Desk—tnth traTelling writing elopes Capacity of 32 OOO 
medium weight 5 m x 8 is cards 
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INDEXIHG AND PRECIS-WRITING 

Derivation — The word ‘ Prtcis is a French word, and is 
denved irom the Latin praeetsto, a cutting off 

Definition — Precis wnting may therefore be defined as the 
art of cutting off or omitting tho less important points of cone- 
spondence, and presenting in a continuous or narrative form, 
a condensed or summarised arrangement of its most important 
features 

Advantages — The making of a pi^cisof a senes of letters, 
a report, or a speech, is one ol the most useful practices in 
composition, as the student trams himself to understand quickly 
the purport of the correspondence, and to arrange m a logical 
and orderly way a complete, clear, and brief account of it 

The ability to make a precis is an advantage particularly to 
the business and professional man 

He is able to reply to correspondence with precision and 
lucidity, to write telegrams and docket letters with ease, to 
prepare minutes and reports and draft resolutions, to condense 
speeches, to prepare sketches, and to write notices In fact, for 
e%erj’one the art of precis writing is a valuable attainment 

Indexing — Indexing and precis writing are closely allied 
We index, t e make a short abstract, schedule or docket, of a 
single letter, or a senes of letters, and give a pnen, or an 
abridged account, of the whole of the correspondence 

Definition — Indexing is the art of presenting bnefly the 
important particulars of letters seriatim in a tabulated form 
Hints on Indexing — The following Lints, relating to the 
making of an index will doubtless prove useful to the student , 
but too much stress cannot be laid on the fact that, for him to 
become proficient in this subject, constant practice is necessary, 
and arrangements ought to be made for all exercises to be 
correcAefl und cnhciiifed 

1 Tbe following ruling is recommended — • 
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No oflftter etc. 

Dite of LtHct 

Kanie« of Cone. I 

FponSrots. 1 

1 Sub]«ct mott«r 

(1 Width) 

(1 Width) 

(S width) 1 

(1 Width) 


2 Rapidly scan tbe whole of the correspondence so as to 
obtain the gist of it It is a good habit to underline the 
important points 

3 Always keep two letters ahead of the one you are indexing, 
as the opening paragraph of a letter generally contains a con 
densed account of the letter to which it is a reply 

4 Number each letter, and afterwards refer to each by its 
number 

5 Treat snclostu'es as if they were separate letters 

6 Copy tbe date of the letter and tbe names of tbe eorre 
spondents correctly Call a person by the same name through 
out the index 

When there are two sets of dales, e g (a) Date sent and 
date received (a difference of a month or five weeks in some 
cases), (J) "Old Style ' (te Eastern) and "New Style' {te 
'Western) and (r) Date of letter and that of enclosure, — the 
student should note both, m this way — ■ 

Sent 4 May OS 4_M ay 

Reed 7 June N S 17 May. 

7 Write the name of the document, whether memorandum, 
tieatj, or what not, in the third column, eg ‘‘Extract,” 
‘‘ Treaty,” “ Memo Verbal Note,' ‘"Telegram ’ 

8 Keep to the present tense throughout, as each letter is 
supposed to be indexed on its date of receipt or despatch Let 
the first word he a present participle, such as, ‘‘ acknowledging,” 
‘‘advising," ‘‘asking,’ ‘‘proposing,’ "demumng,’ “urging,” 
“ concurring,” *‘ declining, ‘‘requesting ” “submitting, ’ “trans- 
mitting, ’ “ denying,” and care should he taken to use a participle 
appropriate to the relation existing between the correspondents, 
eg a foreign representative of tbe Government would “sub 
mit ■ certain proposals to his chief, the Foreign Secretary, or 
“ inquire ” about something of his chief , he could not be made 
“to urge,” “direct,” or “request’ The Foreign Secretary 
would “authorise," “inform,” “state," "advise,” or “ propose ’ 
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Avoil such meaninglees or %ague introductory words as 
“ relating to ' concoming,’ “ rofemng to,” “ hoping ' 

As fai as possible it is adTantageous to write the index of a 
letter in one partieijaal phrase, wording it grammatically and 
tersely 

Some students endeavour to write the index in five lines, 
called a five lined index, md although this practice en 
couiages terseness, such a quabty ought not to exist at the 
expense of omitting important points 

Students may find useful the following instructions given to 
candidates m this subject by the various examining bodies 

1 Candidates wdl be furnished with a printed copy of 
correspondence (usually on some subject of general, public 
interest) and will be required — 

(n) To make a short Abstract, Schedule or Docket of the 
sev eral letters or other papers , 

(6) To draw up a Memorandum or Precis, te a brief and 
clear statement of what passed, not letter by letter, but m the 
foim of a narrative 

2 The object of the Abstract. Schedule, or Docket is to 
serve as an Index It should contain the date of each letter, 
the names of the persons by whom and to whom it was written, 
and in as few woids as possible, tbe subject of it The merits 
of such an Abstract aie— (o) to give the really important point 
or points of each letter omitting everything else , (b) to do this 
biiefiy , (r) distinctly , and (d)ia such a form as readily to catch 
the eyo 

3 The object of the Memoranduen or Pr4cis is to convey to 
the leaiiet a eomplele lustoiy in a narrative form, of tbe 
circumstances and events to which the conespondence relates 
in such a manner as to put him readily m possession of all tbe 
essential facts 

i Clear and neat handwriting, and clearness and concise 
ness of expression are essential to success 

Notes on Precis Writing.— Bear in mmd that tbe precis 
IS tho aim of the evermse, the index being only ancillary to it 
The correspondence having been indexed make a pr6cis, using 
theyrrt'tf tense throughout, aud begiuning with a brief and lucid 
introduction of the ongin of the correspondence under treatment 

The writer of the pi^s should tell his story in a logical 
manner from the facts disclosed in the index The order of the 



INDEXING AND PEECIS WRITING 67 

letters and documents indicated in the index may not be the 
chronological order o£ events. Conseqnently, it is not usually 
possible or advisable to precis “letter by letter of the index 
ordei,” but lo the order of the true sequence of etenis. 

Take, for example, the narration m a standard history 
This, as a rule, is a precis of chronicle records, entries in official 
papers, diplomatic correspondence, but a good historian will 
not allow bis reader to he “fogged” with the details of his 
sources, nor his style to be spoilt by constant reference to them 
He selects, condenses, and puts m order hts items of informa- 
tion, so that the leader is attracted and informed by a clear, 
well mitten narration 

Similarly, in making any condensation of data, whether 
commercial, diplomatic, or social, the student must consider it 
a breach of precis style to talk of the letters and their writers, 
or weakly to copy down extracts from the correspondence A 
selection of such quotations is not a prlcis Quotations are 
permissible, indeed necessary, in the case of ultimatums, agree- 
ments, and treaties, which often form the pivot on which the 
whole of the correspondence turns 

To grasp the relative importance o! facts, and to marshal 
them in due order, is the one aim of precis It is by no means 
as easy as it would appear, but it is such a \aluable mental 
exercise that the student should not begrudge for it patience 
and time , for he will find that m acquiring the art of precis, he 
has acquired an added power of quick assimilation of important 
facts in books, from which most of our education is received 
The following division of time for a three hour paper in 
indexing and precis writing is recommended — 

(a) To scan quickly the correspondeace, and not© and 
underline the important features, ^ hour 
{b) To index the correspondence, 1^ hours 
(c) To precis the coriespondence, 1 houi. 
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SPECIMEN OF INDEXING AND PRECIS WRITING OF THE COMMERCIAL 
LETTERS OF PACES 203 204 205 

Index of Correspondence relating: to Sale of Shares 


, , lute of 1 SemnofCom 

Vo of Utter U ter 1 rponileiits 


1 

1913 

Client & Co 

A BnAet k Co 

Stating that although the 
E li ^Iinei Co shares had 
been at the Vnsut vii 3| 
no notification of the sale 
of 600 of them as per order, 
bad been rcceired 



A Broker d Co 
to 

Client & Co 

Regretting the impossibility 
to sell the shares men 
tioned as SjJ buyers vas 
the highest price 

8 

C Jan; 

Client d Co 
to 

Broker d Co 

Refusing to accept the es 
planatioo of No 2 and re 
questing a contract of sale 
of ahares 

7 JiDj" 

Broker <1 Co 

Cl eot d Co 

Dechniag the request of No 

S and giving proofs of the 
truth of the assertions of 
bo 2 

5 

8 JaoT 

Client d Co 

Broker d Co 

Adhering to their previous 
version of the dispute vrhich 
they now refer to the Com 
mittee of the London Stock 
Exchange 


Precis of above Correspondence — Messrs Client d, Co , 
Hamburg requested Messrs A Broker &. Co , London to sell 
on their behalf SOO E R Mines Co shares at a limit of 32 
\lthough the shares bad touched this price no notification of sale 
bad been received the brokers denymg that the shares were 
ever higher than Sfp Client &. Co.declming to accept this 
explanation asked for a contract of sale, which the brokers 
refused to give enclosing pioofs in support of then assertions 
Messrs Client d Co unconvinced by these referred the matter 
in dispute to the Committee of the London Stock Exchange 
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Exercises 

1 What ate the objects and uses of makaag a precis ’ 

2 Why IS impottance atteehed to prfcis writiag? What are the 
reijuireroents ot a good ptficis * 

3 hlake a pticis of the following letter — 

Lit-ASCOW 

10 Jtilj 19— 

SIessbs Spicer & Co , 

London 

Ge-^tleuen 

Your faTour of yesterday to band We regret to state that we 
cannot eiecute jour order at the price quoted The recent rise in the 
price of raw material has caused a corresponding use in onr manufactured 
aiticles 

We enclose out latest price list vihich wc hope will meet with youc 
approval 

^waiting your foithei commands 

We tema n 

\ours faithfully 

W Davis & SO'ts (74) 

4 Buie aformand makeanabslract oidocketoi thefollowmg letter — 
Tae BoYaL Motor Coupaht Ltd 

SacsviLLE Street 

Dubun 
22 ilay 19—. 

W Q Sv xB Esq 

Chandos Street Belfast 
DesbSib 

We take the 1 herty of infoTmjng you that we have ac^u red the 
lease of the above premises and trust it will be of interest for you to know 
that we have one of the finest garages in Dublin capable of accommodating 
from 40 to 50 cars 

The garage being silnaled in the heart of the c ty is admirably located 
for any one doing bus ness here 

We have a full staff of experienced mechames and always keep in stock 
all kinds of motor accessories 

We ate also buyers of second hand cars and have a largo assortment of 
ars for hire 

Being in a position to meet all your requirements we respectfullj 
solicit your patronage and assure you at all times of our prompt and 
careful attention to your xalned commands 
We are 

YOOfS falthfrilly 

for T he Royal Motor Co Ltd 

E Sasoers 
IS fanager (163) 
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6 Make a short prdeu of tlio following letter 

12, Victoria Street, 

London, ^Y C , 

G Euery S. Sons * 

Church Street, Klaidstono 

DtAli SlRo 

lour circular came duly to hand and wo feel inclined to open an 
account with jou especially as we hate great reason to be dissatisfied 
with our present agenta in Birmingham 

louwill therefore send ns by way of trial, tho undermentioned goods. 
Let them be carefully packed and forwarded per L d. N W Railway — 

2 gross of razors @ 18/ per doz 
^0 doz kniTCK 7/1 per doz 

if we are satisfied with this order wo hope to place with you shortly 
a more considerable one 

We are 

koura (aitbfully, 

ClAT-S & Alleh. (Ill) 

busmen*'^ **0* knowledge of precis writing especially valuable to a 

7 \\ hat are the chief rules to be observed id making a precis ? 

8 Slake a pr4c e of the letters on pages 201 to 209 

0 Make a precia of tbc following matter being careful to condense as 
much as possible Tronded that no salient point is mused, the shorter 
the pr4cis tbs better 

(а) VooL (Bradford) —Although there is not a great amount of new 

business cither in tops or jams there is rather more than last 
je« values are shade firmer but quotations show no change 
Top makers are making a firm stand against any further decline , 
and improTcd Balkan situation is strengthening their hands 
Crossbred spinners are having less difficulty with regard to 
particulars Home wools are little firmer 

(б) The B-^ks and GotD Holdings —With regard to the question 

referred to a few dajs ago of the great joint stock banking la 
stitutions accnmnlatiDg a larger cash reserve independent of those 
held at the Bank of England the idea seems to ha that this 
movement will first be indicated m their monthly statements of 
posit on Instead of cash in hand and at the Bank of England 
figuring as one item as at present there wiU be two items, one 
showing the quantity of cash in band and the second the quantity 
held at the Bank of England This is the plan that is supposed 
to have been informally discussed 

(c) Mexico North Westeew Position— W e understand that the 
directors of the Mexican North Western Railway will shortly 
issue a circular explaimng the circumstances in which it is pro- 
posed to defer payment of the half yearly interest due September 1 
on the First Mortgage Bemds When the Prior Lien Bond issue 
was arranged last January the directors explained that the proceeds 
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would “ psy ofi Ujo existing floating debt, meet tbe coupons 
on the First Jlortgage Bonds coming due in Starch next and 
provide for the general purposes of the company " Nothing 
was 'iaid about any luTther coupons, and as the disturbed state of 
Jlexico IS still hampering the company s operations, it la perhaps 
not surprising that the next conpcm is not to be met Tho Prior 
Lien issue sufficed to tide orer tho temporary embarrassment of 
the company, but tho directors did not apparently coritcmplate 
that the political distorbances would last so long 
(d) Liverpool Goiis (Wasax) — Quiet trading transpired in spot 
prices, without change m quotations The demand since the 
holidays has been slow, and prices displayed an easier tendency, 
closing generally Jd to Id per cental below previous week, 
Australians remaiuing steady and unchanged Wheat futures, 
after opening ^ per cental dearer, weakened and closed easy at 
|d per cental lower The market throughont the week continued 
to move in a downward directioa, and closed with a loss of IJd 
to lid per cental, closing October 7s IJd, December 7s IJd 
Cargoes quiet, uuchanged The demand during the week was 
poor, and la the absence of bosicess ^ticss oecsswnsiiij iavoaiei 
hujers FarceU quiet and easier Since the holidays easier prices 
prevailed, with light trading closing quotations being unchanged 
to 6d pec quarter lower than last week 
CMaiZE)— Spot parcels were firmly held at full prices for Yellow 
Plate, but Americaa mixed occasionally higher and European 
unchanged A moderato consumptive business transpired in the 
week, and Yellow Plate ruled firmer, closmg Id per cental up 
whilst Americas mixed, owing to growing scarcity, advanced $d, 
to 8d pec cental European was also firmer at full prices to Sd 
pet cental advance bellow Plate futures had a steady maraet, 
and closed Unchanged to Id per cental dearer Tho market in 
the week fluctviated moderately but with an upward tendency, 
closing id to Id per cental up Closmg September 4r 12^ 
sellers, October fia O'd value, November, 5s 2d sellers, De> 
cembcc 5s S^d sellers Cargoes quiet, at steady prices In the 
week there was a moderato inquiry and prices ruled steady, 
showing but little change at tho close Parcels wero steady with 
a fair trade A fair amount of business transpired in the week, 
with narrow changes, hut the close was firmer and occasionally 
dearer than before the holidays 

(e) CiVitiiAv PiCiFic SUBEB — Canadian Pacific shares have been 
conspicuously dull dnimg the last week or two The ‘markings ‘ 
in the official list show that they continue to be bought in small 
lots, but there is no speculative activity in the market and it 
would appear as if those who had boomed the shares in the 
pistil aW, aiv? a Aws- 

to proceed with the campaign. The fact is that “ bull points 
cannot be discovered Traffic is falling away, expenses are in 
creating, and the company is finding difficulty m justifying the 
additions to its capital It should easily be able to maintain a 
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10 pet cent dividend, but 10 per cent on 220 means a return of 
only 43 per cent , and tbia is no longer attractive to tho investor 
v>hen he can obtain an equally good rate on Canadian Baihvay 
Pebentures Of course, what keeps up the price of Canadian 
Pacific Shares >a the prospect of bonuses, but if the company 
cannot justify increases of capital it cannot make them, and no 
bonuses, therefore, can accrue 

(/) MisES — (Si-sTA GEfcmoDis News )— Business in the Mining 
markets was of the usual meagre week end proportions, and the 
idleness was accentuated by the fact that the carry over takes 
place on Monday, the preliminaries being arranged to-day Very 
lew ebanges occurred in South Africans, and the evening up of 
books before the aetUcmeiit gave the market a dull tone Much 
the same has to be recorded m regard to diamond issues, but 
Rhodesians again enjoyed a fair amount of business, and a 
number of small rises were registered Chartcreds remamed in 
the neighbourhood ol par throughout the session, but Shamvas, 
Tanganyikas, and Giants were in demand On the account the 
rise 10 Shamvas and Cbatteredi is substantial, while tu Eaffirs 
there ate cosnderable diCerences m favour of holders The 
Transvaal output and latvur figures, as expected, show the severe 
effect of the strike Featureless but firm best describee Nigerians, 
but AVest Africans were scarcely mentioned. Rio Tintos were 
depressed by the somewhat disappointing American copper sta- 
tieticB, but the Australian division showed strength, the demand 
centering on Mount Lyells and Uampdens Mexican iseuee were 
offered on fears of another crisis in the country Camp Birds 
drooped the total profit for the quartet ended June is announced 
at £46 763 Zincs wete strong, and other Batriet shares continued 
to harden The Santa Gettrudis Company has received the fol- 
lowing cable “ Twentieth level cross cut from San Guillermo 
shaft has reached hanging wall, total nidth pay ore 5 feet, 
asssyiDggold 5 49 grams, 'liver 864 grams Gross value 20 20dols 
metric ton " It is pointed out that in view of the latest estimates 
of the advisory engineer, the cutting of the vein 14 feet wide, of 
which S feet are in high grade milliog ore, 150 ft below this level 
15 of great importance 

ip) Bbitibb Associanorr — (Beiiort of Procecduips at Dundee, o>i Friday, 
September 6, 1912 )— Interest to day has again chiefly centred m 
tbe proceedings of the Bconoimc Science section, which was 
presided over by Sir Henry H Cunynghame Labour disputes 
was the subject under consideration, and, h&viag regard to its 
impoitauce and rpecial urgency at the present time, it was only 
to be expected that there would be a crowded attendance The 
various aspects oi the subject were laid before tbe meetmg in a 
series of five papers or conunumcations by acknowledged experts, 
theoretical and practical 

Professor Chapman led off with an exposition of the general 
principles of mdustiaal peace His observations, he stated, had 
led him to the conclusion that in a highly industrialised country 
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like England compulsory arbitration would be a very defective 
plan tboQgb he thongbt that small disputes might he settled in 
this way His viewis that on the whole the most hopeful method 
for British traditions K that of conciliation the obligation to 
intervene whenever there are prospects ol success bemg imposed 
upon some pubho office panel or officials 

Sir Erancis Webster an Arbroath manufacturer and a large 
emplojet of labour followed with a paper on price and wages 
which was in the nature of a geoerst consideration of the causes 
wh ch have been aSecting pnces specially and wages inferentially 
in the past forty years Touching at tho outset on the supply of 
gold as a factor in advancing the prices of commodities he 
granted that its abundance bad had an efiect in that direction 
in the last dozen or fifteen years but he proceeded to c te evidence 
of many modifving influences and to him the elements of a 
serious economio condition seem to be gathering High prices do 
not denote plenty but acarcity and scarcity of raw material and 
high wages ate incompatible The hgb pnces that mark the 
renith of British trade are ringing its decline The pinch is 
already troubling the employer who cannot pay more wages 
Dealing with the relation of labour and capital the speaker 
asserted that so far as knowledge of a Song experience goes there 
IS no great change in the average ratio of profit to tho one and 
wages to the other as between men and man hut there u a vast 
difieteneo between the number of men employed by one man now 
compared with Sixty or seventy years ago and therefore a greater 
difference between tbe total profit of a master and the s ogle wage 
of the mao The idea that there is a larger profit per pound 
etetl Dg IS he declared not accurate It is also doubtful if most 
producing firms could exist with a much curtailed rate of profit 
Whilst not regarding CO operative product assuocessfu] bethought 
it would he a good thing if men and women could have some kind 
of interest in the work m which they are emplojed with as little 
risk as possible To all appearance he concluded there would bs 
little slackening of the gold production for a good many years 
and if the content on is proved accurate that prices depend on it 
the world has some strange experiences before it 

Jlr J Ramsay UacDonald M P took up the aspect to the 
quest on represented by the minimum wage Dealing with it 
more partioulicly with reference to the labour unrest of the 
present time be defined the nnderly ng idea of a minimum wage 
as being that some figure expressing the price of labour shall be 
fixed which can never be ^parted from as far as reduction is 
concerned and which if departed from in that direction may he 
subject to legal proceedings A nuaiinua they must bare but 
he did not think they shonld regard that m nimum as something 
to be fixed all round for every trade and every district nor did 
he think it was to bo got hj anything of the character of legis 
lative order such as the order of a judge as exemplified in com 
pulsory arbitration In tho working out of a minimum wage he 
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kid down tbc important proposition that the reward o( labour 
must have some relation to the mechanism and system of industry 
under which it operated They must not make demands for a 
minimum wage which would paralyse existing labour 

Another proposition was that we could not create a miniTnnm 
which Mas an expression of the heightened cost of lirmg by 
building a wall abont ourselsea nor make our own economic 
market our own etandard of exchange That he remarked by 
the way is the tnndamcntat fallacy of Protection Their aim 
most be to consider how to raise the standard of the life of the 
workers by nsmg at the earliest possible moment tbc economic 
advantages that indnstrial changes offer and whatever methods 
they adopted they must not be stereotyped Ample opportunity 
must be afforded for ready adjustment and friendly arrangements 
flo arrived at the conclusion that the ^st means for 
establishing a nunimum or rather a senes of minima (the 
whole expressing a national miDimum id diversity) is a voluntary 
arrangement To the objection that this would sot guarantee 
peace, it may be said that in Tolontary errasgements they would 
he dealing with the best of the employers and the best of the men 
in the different trades and any arrangement arrived at by them 
might ba taken as expressing the best possible industrial conditions 
which might be fittingly made to apply to each trade as a whole 
Puxthei under a voluntary aTrangemetit the demands on both 
sides were likely to be rational and it would ba possible to have 
deposits from both parlies as » guarantee of the ohservauea of 
the agreement For examples of such agreements he pomted to 
those of the Lancashire cotton industry the boot and shoe trade 
and the eoncibation boards of the iron and steel and other trades 
In conclusion be pointed out that in these disputes we are 
dealing with a dynamic and not a static problem and that we 
must start with an experiment which will be capable of develop 
ment and enable us to go on m the direction of solution 

bir C B Fry (Cambridge) put forward the claims of co- 
partnership as an ameliorative if not perhaps a complete cure, 
of labour trouble 

Next came a conttibation from Sir C A blcAra (blancbester) 
which was conveyed in a letter of regret at his inabil ty to be 
present Sir Cbarlos wrote that ho had hoped that the Industrial 
Council of which be is a member would have completed its 
inqmry and that be should have been able to discuss its con 
elusions He fell at bberty however to indicate that the inquiry 
eo tar as completed has conclusively proved 

(1) That when perfect oiganisation on both sides exists even 
though disputes may occur they are usually settled without a 
stoppage of work and 

(2) That the recent industrial unrest originated with trades 
not well organised and that the disputes m those trades 
encouraged unrest among some of the well organised 

His twenty years experience m the cotton industry, be added, 
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has made him a firm believer in making the organisation on both 
sides as complete as possible and be seired every opportnnity o£ 
bringing home to the work^s the necessity loi harmonious 
lelationsbips existing between Ubour and capital, and of co 
operating with employers in grappling with the problems that 
' confrcoit the industries The solntion of these problems is vital 
to the maintenance of the industries, and eijnally concerns the 
v,elfare of capital and labour In these directions he is convinced, 
he the removal of mdnstnal nnrest and the consequent successful 
carrying on of the indnstnes of the country 

A Dumber of gentlemen signified their desire to add their news 
to those expressed m the papers officially arranged for 

Dr J W Barrett (Melbourne) traced the labour history of 
the last twenty years in Anstralia As a strong attempt was to 
he made to send Great Britain along the lines of Australian 
industrial experience, it seemed to bsta desirable that we should 
know what has heen done in the Commonwealth and what are 
the rocks ahead Labour legislation he said had not put an 
end to strikes On the contrary as some one had humorously 
put it, the honest working man might be described as going 
forth to his daily strike The special senouscess of the position 
for the home country was that s grave mistake made here might 
bring down the whole fabric of tbe Empire 

10. In response to an advertisement tbe following three betters have been 
received 

Index each, giving such particulars as the head of the office would 
require 

(a) 48, Memos II 04D, 

WlUSLEfiO'l S W , 

k April, 19—, 

“58 51 ■ 

The World i News Offices, 

London W C 

Deab Sib 

With reference to your adverhsemeut in The Worlc[ g News oBermg 
for sale a 5Iioervet£e Sfotor Car 5 h p two sealer whiofi has only been 
used for four months, 1 should be glad if you would make an appointment 
with me to view the car and if the result be Batisfs,ctoty to make 
arrangements for the trial ion 

Should the car be in good condition I should be prepared to make you 
an oSer of say £80 £iO cash down and the other £iO at the end of three 
montbs 

Trusting jou will reply to this at your earliest coavenienoe, 

Youis faithfully 

Waiseb H Goodhian (121) 
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(6) 199, GBEEt Stbezt, 

Lo’tpo’f, E C , 

4 April, 19— 

38 M 

The Horldt htui Offices, ^ 

London W L 
Beib blB 

Helerring to jour adrertisement in The Worlds AViis of s 
date I am nanting a small Motor Car and from the deacription of your 
cat I should judge il u liLelj to suit me 

Kmdlj inform mo ivhetber I may rospect the same on Thursday next 
the 18th lost at 3 30 p m and if satisfied with that inspection, whether 
1 can ha%e tho trial mn tbeieafter 1 should hie a run of ahout thirty 
miles out if that will bo conTenient to you 

Subject to my being satisfied on lospection and to the trial run 
being Rstiafactors 1 am prepared to offer you £s0 for the Car uitb aU 
accessories and I should also require a guarantee for say two years 
I shall bo glad to bear from you at your early conyenicnce, as I 
expecting to be called out of town in a dav or two 

iours faithtvilly, 

JoHx Phillips (173) 

(C) fi. OXPOBD CODBT 

Losooifi E C 
4 April, 19— 

58 M 

The World $ Iseus Offices, 

London W C 
Bear Sir 

\S itb reference to your adicrtiaeinent respecting MinetTStte 5 b P , 
two seatet Motor Car for sale I beg to adrise that 1 am considering the 
purchase of a second band macbiue and tbe one y ou are offering seems to 
be suitable for my requirements lou mention that tbe Car cost £119 
when new I should be willing to pay you £90 (ninety pounds) for it 
complete with all fill ngs lamps etc on condition that my engineer 
may inspect it at a tune consement to yourself and that you agree to 
allow me to have it on trial for one week so that 1 may see that it is m 
perfect working order 

If you should ctmsidei tbia ofler kindly write me per return of post 
and oblige * 

lours faithfully 

Thomas Raieii, (151) 



CHAPTER IV 

TfiLECBAPHIC SERVtCE 
{Inlomation taken from the Post Office Gtitde ) 

Telegraphs — 

Intand Telegrams 

Foreign and Colonial Telegrams. 

Eadiotelegrama 

Inland Telegrams. 

The charge la Bel for the first 12 words including the 
address, and \d for every additional word 

Counting —Compound Words, Proper Names, 
Figures, Abbreviations, etc —Telegrams m plain language 
in any modern European tongue or lo Latin are charged for 
according to the number of words , but all words not forming 
part of any modern European language or of Latin, and all 
umntelhgible combinations of letters are charged foi at the 
rate of five letters to a word 

With the exception of words winch are ordinarily written as 
one, or coupled by hyphens as “ mother in law, “ forty se\ en, ’ 
“ warehouse-man,” no combination of words is counted as one 
word. 

Such names as O Niol, MacDonald, De la Rue, and names 
with the prefix " St , as St Pancras, are charged for as smglo 
words , but double names, like Bonvene Tracy, although wntten 
with a hyphen, are counted as two words 

Such abbreviations as " can t,' “ won’t, ' “ don t," “ shan't," 
“ couldnt," are counted as single words 

Figures are counted at the rate of five figures to a word 
For example, " 38563 " counts as one word, while “ 385634 ” 
counts as two words. Fkuctions are counted according to the 
number of figures employed, the mark of division being counted 
as a figure — thus ’ coonts as one word, '‘2J” as ono. 
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109j as two In groups of figures a stop or oblique stroke 
IS counted as a figure The symbols % a/c b/Iandc/oare 
exceptionally counted as ono word each In other combma 
tions of letters and signs each sign is counted as one word 
In ordinal numbers tho aflSx st nl rd or tli is counted as two 
figures — thus, 1st counts as ono word ' 1432nd as two 
words 

'Where a figure or a group of figures is followed or preceded 
by a letter (except in the case of ordinal numbers as above) 
the letter is counted as a word — thus 104a or A104 counts as 
two words Letters added to figures in an address to denote 
the number of a bouse or of a telephone number are excep 
tionallj counted as figures 

Init al letters are each counted as one word but excep 
tionally the initials of the London Postal Distncts (r y S W ) 
and the letters a u and p u are counted as one word for each 
group The letters bus are also counted as one word in the 
address of an Inland telegram intended for one of Ets Majesty s 
Ships 

Certain names of places are counted as one word each 
irrespective of the number of words of nbich they are com 
posed These fall into four classes as follows — 

(o) All names of Towns and Villages m the United King 
dom 

(2>) The names of those railway and coastguard stat ons 
(not in towns) at which telegraph business is trans 
acted on behalf of the Poet Office 
(c) The names of Distncts in towns when used m addresses 
ID addition to the names of thoiougbfarei 
((f) The nain“s of Foieign Telegraph Offices mentioned m 
the International List of Telegraph Offices 
For example Newcastle on Tjne Abbey Holme Bod 
min Road Camden Town m the address High Street 
Camden Town and Davos Platz are counted as one word 
each 

The names of Town Sub Offices and Branch Offices and 
all other names unless used m addresses together with the 
names of thoroughfares to denote districts in towns are 
counted according to tbe number of words of which they are 
composed For example Hanging Ditch and Drur} 
Lane are each counted as two words 
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ben ji is necessary to add the name of a town or county 
to the name of a place to distmguish it from another place of 
the same name the name of the to\Tn or county is not charged 
for 

When words are underlined or placed in a parenthesis or 
within inverted commaa one extra word is charged for 

One word each la also charged for the ordinary signs of 
punctuation if they are required to be transmitted 

Prepayment of Replies— The cost of a reply not ex 
ceeding forty eight words may be prepaid A reply form will 
then be del vered to the addressee who will he at liberty to use 
it for any inland message at any time within twelve months 
If the form he nob used its value will be refunded from head 
quarters to the sender of the ongmal telegram if he applies and 
sends the form within twelve months to the local Postmaster 
Addresses — The address of a telegram should be suffi 
full to finahlfl at to he debverpd wathout doffioulij’ ssd 
without reference to Directories or other sourcesi of mforma 
tion In telegrams for towns the name of the street and the 
number of the 1 ouse should be giien An address ordinarily 
used for letters is not necessarily conect or sudScieot for 
telegrams 

Use of Telephonic Addresses for Telegt*ams —Tele 
grams may he addressed to the telepbonio addresses of Ez 
change subscribers for delivery by telephone The telephonic 
addresses to be used in such cases must compose the sub 
scnber s name Exchange telephone number and town thus — 
Jones U dliuid 245 B rm ogham 

or where the name of the Exchange is the same as the name 
of the town or of a telegraph office or well ktiown locality 
which IS a sufficient address for telegrams the adiJress may be 
abbreviated thus — 

Jones Stafiord 215 
Jones Putney 21S 

"Vi here there is a Corporation Telephone Sjstein the address 
should be in the case of a Post Office subscriber 
Jones Hull ^45 

and in the case of a Corporation subscriber 
Jones Corporation 245 Hull 

The name of the town is not required id aijd t on to the 
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name of the Exchange for a telegram originating in the same 
town Thus “ Jones, North 15-t would be a sufficient address 
for a telegram originating m London 

The sender must take the responsibility for the accuracy of 
the particulars furnished 

Written copies of telegrams dolirered hy telephone under 
this arrangement will be sent by post to the address in the 
Telephone Directory in daily batches without charge 

Registered Abbreviated Addresses —Any person may 
register an abbreviated or arbitrary address on payment of a 
registration fee of £1 Is a year, dating from the day of regis- 
tration The address must consist of two words, one of which 
IS to be the name of the town or place of delivery, the other 
must be a dictionary word, containing not more than ten letters, 
taken from one of the eight languages permissible in code 
telegrams In London an additional word indicating the 
appropriate Delivery Office is inserted between the registered 
ahb^jnati^a and the word London, without extra charge for 
'’regispation or inlihd trd'nktffissioh Telegrams intended to be 
delivered to the care of a person who has registered an abbre 
viated address, must have ‘ care of or“e/o written before 
the abbreviated address, thus ‘ Smith care of Uercules, Liver 
pool ' The symbol c/o counts as one word Abbreviated 
addresses should be written with great clearness 

Abbreviated addtesses registered for telegrams ehould not 
be used for letters 

Multiple Address Telegrams —Copies of a telegram 
directed to more than one person in the same free delivery are 
dehvered on prepayment of a chaige of twopence per copy, m 
addition to a halfpenny for each word in the address of the copy 
Each London Postal District is regarded, for this purpose, 
as forming a separate deUvery, and when a multiple address 
telegram for London is for one or more registered addresses 
the District Initials must be insetted after each registered 
address and be paid for 

Repetition of Telegrams — Telegrams can be repeated, 
it the sender desires it, by being telegraphed back from office 
to office throughout the course of transmission The charge 
for repetition, which must be paid when the telegram is 
handed in, is one half the ordinary tariff, a fraction of a half- 
penny being reckoned as a halfpenny Telegrams containing 
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mercaDtile quotations or figures, and telegiams written m 
cypher, or according to a preconcerted code, should always be 
repeated No copy ot a repeated telegram is given to the 
sender 

If the receiver of a telegram doubts its accuracy he may 
have it repeated by paying halt the amount paid for its trans 
mission to him, fractions of a halfpenny being reckoned as a 
halfpenny Should he require only a portion of the message 
to be repeated, a payment must be made at the half rate suffi 
cient to cover the number of words to be repeated For example, 
i£ 20 words in a message of 40 words are to be repeated the 
payment would be 5ct The minimum charge however, for 
repetition (even of a single word) is 3(f The money will be 
refunded if ib should turn out that the original telegram was 
incorrectly transmitted 

Re-direction — Telegrams can be re directed to a second 
address either by an Officer of the Post Office or by an agent 
of the addressee y" 


Foreign and Colonial Telegrams. 


Plain language , Code language . Cypher —Tele 
grams in plain language are those composed of words, figures, 
and letters which otfer an intelligible meaning They may be 
expressed in any of the principal European languages, and 
certain others They must be written in Roman characters 
Code language is composed of real words not forming com- 
prehensible phrases, or of pronounceable groups of letters 
having the appearance of real words No word or group of 
letters must exceed ten letters m length The real words may 
be drawn from any of the following languages — English, 
French, German Italian, Spanish Portuguese, Dutch and 
Latin, the gioups of letters must be pronounceable according 
to the current usage of one of those languages 

Cypher is composed of — 

(а) Arabic figures or groups or senes of Arabic figures 

hariDg a secret meaniDg, or letters or groups or senes 
of letters ha\mg a secret meaning , 

(б) Words, names, eiqnressioiis, or combinations of letters 

not fulfilling the conditions applicable to plain language 
or code 

Letter and figure cypher cannot be combined in one group 
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It IS desiiable to avoid the use of letter cjpher as far as 
possible, as it is less easy to transmit than pronounceable 
groups of letteis and is therefore more liable to error Where 
letter cipher is used, it should be arranged in groups of five 
letters in order to facilitate transmission 

Combinations in plain langnage, codo or cjpber, formed by 
running togethei two or more real words (whole or contracted), 
or a real word and some other expression, are prohibited 

Counting Compound Words, Misspelt Words, 
Figures, etc —In plain language the maximum number of 
letters allowed to pass at the chaiga for a single word is 15, 
anj excess being charged for at the rate of 15 letters to a word 
Subject to this himt, ordinary compound words and names 
of towns countries provinces, places, familj names, and names 
of ships wntten without break, are counted as smgle words , 
the same mode of counting applies to the names of streets, 
squares etc , but the words “ street, “ square, etc , or their 
equivalents in other languages, cannot be combined, contrary to 
the usage of the language, with such names so as to form a 
single chargeable word If joined b} a hyphen or separated by 
an apostrophe such compound words or names ate counted as 
so many sepaiate words Compound numbers wntten in 
words and without break are also counted as single words, 
subject to the same limit as to the number of letters The 
name of the office of destination in the address is charged for 
as one word whatever its length , and when the name of the 
country, state, provunce or district has to be added to distin 
guish the office from others of the same name, the whole ex- 
pression IS charged for as one word, provided it is written in 
accoidance with the International List of Telegraph Offices 
"Words mcorrectlj spelled so as to reduce the number of 
letters below the maximum oi mcorrectiy joined together, con 
trary to the usage of the language, are inadmissible 

It the sender of a telegram from a place abroad improperly 
]oms together a\ords for the purpose of reducing the charge, 
the amount undeiebarged is collected from the addressee 

In code language, the words and groups of letters are 
counted as one word each 

In all telegrams every isolated letter or figure is charged for 
as a word Groups of letters forming cjpher and groups of 
figures are counted at the rate of five letters or figures to a 
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word, and at the same rate tor any excess The same method 
of counting 18 applicable to groups of letters forming com- 
mercial marks or commercial expressions — that is, marks im 
pressed on packages or bales of goods Groups of letters m 
current use are similarly counted when occurring lo the text 
But such letters are not admissible in groups in the address , 
they are charged for as so many separate words Letters 
added to figures to form ordinal numbers or commercial marks, 
or to represent the number of a house, are counted as figures 
Bars of division, decimal points, and stops used in the forma 
tion of numbers are counted as figures , otherwise signs of 
punctuation are not transmitted except at the special request 
of the sender, and they are then charged for as separate words 

"Words in plain language in the text of a telegram which 
also contains words in code language are charged for at the 
rate of 10 letters to a word, any excess being charged for at the 
rate of 10 letters to a word 

Addresses of Telegrams. — The address must be paid for, 
and must in no case consist of less than two woids When 
it is expressed in two words, the first should designate the 
addressee, and the second the name of the telegraph office of 
destination Such abbieviated addresses should be registered 
at the office of destmation 

In telegrams for large towns, the name of the street and 
the number of the bouse should be given when the address is 
not registered If these particulars cannot be furnished, the 
profession, trade or calling of the addressee, or similai informa 
tion should be given , otherwise the telegram will be forwarded 
only at the risk of the sender The address should be in 
French or in the language of the country to which the telegram 
IS sent If there are more places than one of the same name, 
the name of the country or state, province or district, in which 
the place is situated should be added to the address in the 
manner shown m the International last of Telegraph Offices 

In telegrams bearing addresses consisting of a name prefixed 
to a registered address, or addressed to one peison at the house 
of another whose name is also given, it is necessary to insert 
the word ■' chez ” (care of) or an equivalent expression in the 
language of the country of destmation It is undesirable to 
use the sj mbol c/o as the equivalent of “ care of ’ 

The name and address of the sender are charged for if to be 
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triDsmitted They must in any case be wntten at the foot of 
the form 

Multiple Addresses — A telegram addressed to sereral 
persons ID the game town, or to the same firm at different 
locahties m the same town is charged for as a single telegram 
(ill the words m the seieral addresses and the text being 
counted) hut a sum of 5ii must be prepaid for ererj extra 
copy to be deli\ered if the namber of chargeable words per 
copy does not exceed 100 and an additional sum of 5(1 per copj 
for every additional 100 words oi part of 100 words The 

iDStrjction addresses, or TM (the latter 

being counted as one word) must be written before the address 
and paid for Telegrams of this kind are not accepted bj 
the routes of the North Atlantic Cable Companies either for 
Amenea or for transmission over the Pacific Cable 

Prepaid Replies — A reply of any length can be prepaid, 
but the minimum payment is 10<l If the sender desires to 
prepay a repl} he must insert before the address of destination 

' RP which IS charged for as one word 

Repetition at Request of Sender to Ensure Accuracy 
—The sendci can have his telegram repeated from ofiice to 
office tbioughout the whole course of its transmission by paj 
ing over and above the charge for the original transmission, 
a quarter of that charge If the telegram is for one of those 
countries for which there is a umimum charge per telegram, 
the lowest chaigewill be the minunum charge plus one quarter 
of the minimum charge Whenerei a telegram is repeated, 
“ TC which IS charged for aa one word, must be inserted 
before the addicss of destination 

Repetition is desirable for all telegrams in code or cjpher 
The sender can have Lis telegiam lepeated between the 
office of ongm and the last Post Office m the United Kingdom 
at which it IS dealt wilh on payment of a charge equal to the 
rate for an ordinary inland telegram of the same length 


Mixed Postal and Telegraph Service. 

A^elegram can be forwarded partly by telegraph and partlv 
bv Thus a telegram intended say, for India can be 

telegrawed to Bnndisi to catch the outgoing mail, and thence 
forwarde'd by post to its deshnation In addition to the cost 
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of tte telegram to the place of posting a charge of 2^/i is 
collected from the sender if the telegram is to be posted from 
one country to another but no clmrge is made for postage if 
the telegram is to be posted from one place to another in the 
same country If the telegram la to be posted as a registered 
letter a registration fee of 2^ is charged m addition to the 
charge of postage (if any) 

The sender should write the word Post before the ad 
dressee s name the name of the terminal telegraph office being 
written last in the address For example Post Smith 
10 Broad Street Calcutta Brindisi The word Post is 
charged for as a part of the telegram Registered abbreviated 
addresses cannot be used 

Telegrams to be called for — la telegrams intended to 
be left until called for at telegraph or post offices the words 
T^Iigiaphe restant (or T B ) or Poste restante (or 
* G P ) or Post© restant© registered (or G P B ) as the 
case may be must be inserted before the address of destina 
tioo The mstructioos T B G P, and G P R are each 
charged for as one word 

Radiotelegrams 

Badiotelegiams are accepted at any Telegraph Office for 
transmission to ships equipped with wireless telegraph appa 
ratus through the undermentioned coast stations m the United 
Kingdom — Bolt Head Caistei on Sea Crookhaven Culler 
coats Lizard Malm Head Niton North Foreland Rosslare 
and Seaforth 

The names of most of the ships which can be reached 
through the aboie named coast stations (with the approximate 
penods during which commnsicatioa can be had) are gnen in 
the Post Office Guide Badiotelegrams are accepted for ships 
not shown in the tables on the sender s assurance that the ship 
13 equipped with wneless apparatus 

Private radiotelegrams are not accepted for transmission to 
His Majesty s ships 

Charg;es — The usual charge for a radiofelegram sent 
through a British coast station to an ocean finer is iO^ f a 
word Lower rates of charge are applied to ■vessels making 
short Yojages 
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The charges (or radtolelegiams sent through coast stations 
abroad are indicated in tbo list of sneh stations 

Long-Distance Communication — Eadiotelegrams can 
be sent through the Marconi Company s station at Poldhu to 
certain shipa at an inclusive charge of 3s a \\ord anthout a 
minimum proMded that the ship is not according to the list 
witbm range of any other British station Such radiotclegrams 
must beai the name of the station Poldhu in the address 
The Poldhu station communicates with ships at night only, 
and if ships haie passed its range (about 1500 miles) the 
messages are forvvarded by cable to the long distance station of 
the Marconi Company at Cape Cod Massachusetts, and thence 
transmitted to the ship \Mthout additional charge 

Counting of Words etc — All radiotelegrams to and 
from ships 'whether transmitted through British or through 
foreign coast stations are subject to the same rules, ^tb 
regaid to the counting of words etc , as Foreign and Colonial 
Telegrams 

ESCRCISES 

1 ^hat IS a teUgcaph c«d«* Eiplaia lU u$« aud gira a law aiamples 
of code words 

S \S bat IS tbe adractage oi hariDg a Begisletad talagrapbie addrase 
aod wbat fee is charged for regi^traliona 
S Begardmg Inland telegrams state 
(c) Iba mioimiim charge lor a telegram 
(t) The cost of the following — 

(1) D 897 (5) Can t 

(2) 104, (6) C/o 

(3) G142iid (7) Come of once 

(4) 378 C (8) 39 116 

(c) hat IS the charge lor lepetitioa of a telegram ’’ 
a Condense tha foUowiog into a telegram — 

To PhilLps 34 High Street Iieiccstec — I can ofler you subject to 
receipt of your reply before 12 noon to morrow 50 cwts English Potatoes 
at 4/8 per cwt and 20 cwts Hatch potatoes at 3/5 per cwt for St 
Pancias — (Signed) Borongb 
State the cost of the telegram 

5 Condense the following into telegrama not to exceed twelve words 
for each — 

(a) 1 was not able to beep tbe appointment to day but will meet you 
to morrow at the same time and place and will bring samples 
with me 

(b) The goods wh eh yoa ordered are not now in stoch but we hope to 
be able to supply them m a day or two 
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6 You wish to ha^e tba same telegrapluo zuessa^e sent to ten different 
persons residing in the same postal district of London Describe the Post 
Office artangemsnls for assistiD|[ you to do this 

7 Condense the following into a telegram and state the cost of for- 
warding it to each ot the four persons whose names and addresses are 


" I cart offer jou 10 tons copper at £69 2* 6if per ton for Euston 

StatioD.subject to being unsold on receiptof your reply —(Signed) CnPRic. 
To A B & Co , Corporation Street, Birmingham 
,, “Filament, Birmingham 
„ James A Sons, Wood Street Birmingham 
„ Brady Bros , The MaUeahlo Iron Co Birmingham 
8 Explain or gi^e an example of a ‘ figure code used in telegraphic 
codes 

0 Prepare a cablegram and also write a letter explaining fully the 
reasons for the lastiuctions cabled 

10 Prepare an ad^erUsemeot, i cablegram, and a telegrAin, all connected 
with one eubject 

11 Compose and then condense a letter of one folio in length to a 
telegraphic message consisting of 15 words 

12 Condense the following into telegrams not exceeding 12 words each, 
including address — 

(e) ‘ Beady, Leicester Me have not received the goods ordered Will 
you hmdly wire ns reason of delay, and tell us when we may expect 
theffl^ 

(i) Gloves, Kottingbam Oor Manager wiUseey onto day in reference 
to estimate received this morning Beady, London 
(c) ‘ Cape, Sheffield Ho answer has yet been received to our letter 
IVire at once saying whether able to supply goods Steel, 
hfaidstone 


13 You, Alfred Jones, carrying on business as Jones Bros and Co at 
11, Queen Street Holme Manchester (T/t Jobro Manchester) and 
also at 14 Spa Koad, Eermondsej London (T/A ‘ Finnikin, London), 
have instructed Albert Woods Jour tlanchester manager to meet you in 
London ot 12 30 p m on Wednesday It is now Tuesday afternoon and 
you find you have omitted to tell him to bring the estimate for some new 
machinery you aro having installed, and also to obtain and bring with him 
the plans of a new worbshop you are about to have erected The plans 
ate with Bobert Cocks and Co Architects, St Anne s Square Manchester, 
but Woods does not know this Draft a telegram givmg Moods the 
necessary instructions 

14 Write out a telegram from London, from a traveller to his firm, 
stating that he has been robbed and is m need of funds to pay his hotel 
bill, and cannot continue hia journey also write a letter confitming 
same Ac 


35 Condense the following market reports into messages for tele 
graphing — 

(a) VfooL (BnapFOBc) — Values all round may be described as steady 
Business has improved, both in Merinos and cross breds but there 
has not been snfficient to gne pneo, an upward turn The im- 
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provement has however given distinct check to decline and 
partially restored confidence New business is chiefly for home 
trade but Continental users are taking up deliveries on old 
contracts with greater freedom and that is a good sign 

(6) Rlbbeh — Although not very active the Rubber market exhibited 
quiet strength one of the chief factors influencing prices being 
the good tendency shown at the commod ty ‘‘ales which finished 
to day Several of the leading shares were quoted es dividend, 
and the whole amonnt dedneted was not m all cases recovered 
Rubber Trusts however more than made up for the deduction, 
although in theso and other leading shares the tendency at the 
clove was to sag 

(c) Oil — Cal lornia Oilfields monopolised attention in the Oil section 

the price rising another point to nearly fl, Thu is the price 
which shareholders will receive under the scheme for absorption 
by the Shell Transport Compau} and the market regards the 
terms as excellent Shells were bid for at the outset on this 
latest acquisit on but they reacted before the close and finished 
with a small loss on balance The llussian group was held la 
check by the strike and ^^exlcaD Eagles came on offer North 
Caucasians and Ural Caspians were well maintained, and Spies 
improved 

(d) New Souih Wanea Sdrpbise —After a period of hesitation 

Consols braced up and the upward movement in Colonials con* 
tinued Some surprise was occasioned by the new New South 
Wales loan Of this 69 per cent vvas leftvvith the underwriters 
on Saturday bat it appears that the scrip was wanted for some 
special quarter aud tan up to } premium at one time A lot of 
speculation was still centred in Peruvians hlost Home Railway 
stocks closed at the best of tbe day but there was profit taking in 
Metropolitans just before tbe close Cambrian Preference stocks 
were marked down points, tbe No 1 lour Nos 2 and 3 one and 
tbe ho i one half. 



CHAPTER V 

CHEQUES, PROMISSORY NOTES, AND BILLS OR EXCHANGE. 

Financial Documents. 

The most important negotiable instruments are Cheques, 
Promissory Notes, heremafter called “ Notes, ’ and Bills of 
Exchange, hereinafter called “ Bills ' 

The following are the mam characteristics of a negotiable 
document — 

(1) The ownership m a negotiable instrument passes by 
simple delnery 

(2) Any one "wlio takes it bond fide and for yalue is not 

hjf anjr dpient of title in the /lerson frcun whom he 

took it 

(3) The bolder can sue in bis own name 

The instrument is made negotiable by statute or has 
become so by mercantile usage 

Cheques. 

A cheque is an uneondilional order in wntmg addressed to 
a banket, signed by the pen>on giving it, requiring the banker 
to pay on demand, a sum o( money to, or to the order of, a 
specified person or to bearer 

Parties — The person who signs the cheque is called the 
drawer, the banker on whom it is drawn, the drunff^ and the 
person named (if any), or to whose order the money is to be 
paid, VoQ payee 

Stamp. — The stamp, which may be either impressed or 
adhesive, is Id on all cheques 

Amount of Cheque. — A cheque may be drawn for any 
amount k banker must honour all cheques dravn on him by 
his customer, as long as he has sufficient funds of bis customer 
to meet them with 

Order Cheque and Bearer Cheque.— Cheques may be 
drawn paj able to “ order ’ orto“bearer 

cheque pajahle to “order” must be signed by the person 
to whom it IS made payable before the banker will cash it 



Example “Order” Cheque. 



JOHN WALKER 
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This cheque must be signed on the back by the person to 
whom lb IS payable 

The words “ or order ” after “ Jas Owen," the payee, imply 
that Owen, by endorsing the cheque, signs away his interest in 
lb to another party 

John Walker is tho drawer of the cheque and the ABC 
Banking Go , Ltd , are the drawees 

Endorsements. — ^When the person to whom the cheque 
IS made payable signs his name on the hack of the cheque at 
the perforated end. this act is termed endoiaing the cheque 
Endorsements are of two kinds. Blank and Special 
Blank Endorsement . — A Blank Endorsement is the simple 
signature of the payee on the back of the cheque He does 
not name the endorsee A cheque so endorsed becomes payable 
to bearer, e g> 

bs 

u 

o 


special Endorsement.— if S^ial Endorsement is one 
where the endorser transfers bis interest m the cheque to some 
Bpeoified endorsee, e g 


fc 2 


Restrictive Endorsement— A Restiictue Endorsement is 
one which re&tncts the further negotiability of the cheque, e g 


A cheque payable to hearer is paid only to tba holder, 
possessor, or bearer of it Such a cheque does not require an 
endorsement Similarly, a cheque payable to “ Petty Cash or 
bearer,’ “To Charges a/c or beater,’ or “To Wages a/c or 
bearer ’’ is payable without endorsement. 



Example of “Bearer” Cheque 
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This signature is intended to be an endoisement of this 
cheque as -well as a receipt 

Practice of Bankers. 

Cheques are issued by Banks to their customers in books 
contaiDiDg different quantities, the stamps only of •which are 
charged for In cases -where a special cheque is required, how 
ever, a cbai^ is made to cover extra printing 

In some banks a rule is enforced that the cheque must not 
be altered fiom ‘ order ' to “ bearer or t/ce lersa, but generally 
an alteration of this nature is permitted, providing such altera 
tiQu 13 confirmed by the drawer In this and other material 
alterabons of a cheque, moie particularly in an alteration of the 
amount such alteration should be confirmed by the drawer s 
fuff signature and not the initials alone 

Care should he taken in filling in a cheque that the pajee s 
name and the amount should be clearly written, and -with the 
latter both words and figures should begin close to the edge of 
the space allotted lor these on the cheque, and any •vacant 
Space filled in with ruled line or lines This little trouble is in a 
measure a protection against fraudulent alteration of the amoimt 

If there is such neghgeoce in drawing a cheque as to 
give use to a forgery it is possible that the loss would fall on 
the drawer and not on the bankers 

Crossed Cheques 

The effect of a ciossing on a cheque is that it shall he paid 
to a banker only, a practice which acts as a further safeguard 
against fraud 

General Crossing — A cheque la crossed gentTnlly, when 
it bears across its face two parallel transverse lines It may 
ha\ e in addition th« words ‘ and company, or anj abbreviation 
thereof, and (or) the words “not negotiable 

Special Crossing — When a cheque bears the name of a 
banker, that cheque is crossed s^MaUy end to that banker, who 
alone may receive payment 

A cheque may be crossed ^«neraff^ oi spHiaKy by the drawer 
or hnJder, hut the crossurg el a iw e.sx'xvrvt ho 

by any holder, other than the banker to whom it is specially 
crossed, who maj again cross it spenaUy to another banker for 
collection 
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Negotiability — Th" words "not negotiable do not s^op 
the transferability of tho instrument , but act as a warning to 
a holder that il the transferor s title is defectire, the transferee is 
in no better position and is liable to refund to the rightful owner 
The words ‘‘a/c payee gue notice to a collecting banker 
that such a cheque is for the credit of the payee The effect of 
any crossing on a cheque may be negatiied by the drawers 
writing across the crossing, " Pay Cash, and adding his 
signature theieto 


Examplf^ of a " GearrcH Crossing of a Clieii!i<'. 
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EinmpUs of a ‘ .Special 


Crossx ig of a Cheque, 
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A cheque which is not ciossed is sometimes spoken of as an 
" open cheque 


Presentment for Payment 

A cheque must be presented lor payment within a ‘‘ reason- 
\ able time ' What is a reasonable tune depends on the nature 
of the instrument, the usage of trade and of bankers, and the 
facts of the particular case If the cheque is not presented for 
payment within a reasonable tune, the holder loses his claim 
against the drawer if the bank on which the cheque is drawn 
should suspend payment 
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If the customer has not sufficient money m the bank to 
meet the cheque, the banker would refuse to casli the same, 
returning it marked R /D (refer to drawer) or N/ S (not sufficient 
funds) If the drawer bad no funds m the bank, he would mark 
it N /E (no effects) 

The drawer of a cheque may stop payment of it if he wishes 
He would in such a case write to fais bankers, on whom the 
cheque is diawn, giving particulars of the cheque and asking 
them not to pay it He is not obliged to give his reasons for 
his action 


Endorsement of Cheques. 

This ought to be wntten in ink, and even though the payee’s 
name he incorrectly spelt or descnbed, it must be written 
similarly The correct style or signature may also bo added 
Bankers hold somewhat differeut views as to a correct endorse* 
ment, and not infrequently before paying require confirmation 
of those open to any doubt 


Examples of EndoTsements 

Payee Endotsement 


1 James Street &. Sons beater 

S Mrs Jas Street 

3 John Jones or order 

4 John Jones or order 


5 Sir John Jones or order 

d SaTtiuei Johnson Esq or 

order 

7 The Sleadow Uebin District 
Council 

6 Daisy Meadows or order 


9 Samuel Jobuson & Sons, or 
order. 

10 Madame Natalie et Cio 


No endorsement necessary as it is a 
bearer cheque 

Agues Street wife of James Street 
John Jones 

Samnel Smith sole executor of the 
Uto John Jones (’Samuel Smith is 
appointed executor) 

Ana Jones executrix of late John 
Jones (wile appointed executrix) 
Pei pro Samuel Johnson Jas 
Church * 

The Meadow Urban District Council 
H Fields clerk 
her 

Daisy X Meadows 

TTst less Thoj Milburn 139. Wells 
Street Birancghim 
I*er pro Samuel Johnson & Sons 
tChnnuisi Jim'Ah ,teaahv»-,' 

Fee pro Madame Natalie et Cia 
Thomas James (secretary) 


James Church has anthonty to endorse for S Johnson 
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Fayct 

11 The Hawk 'ManutaotunngCo , 

Ltd 

12 Mr Jobn Joaea's Bzecoton 

13 George Stevensoo Iiiqnidator 

of the Hawk MaQVtfactuiing 
Co I Ltd 
11 Andereona. 

15 tiegsrs Andersons 

16 Scott Slemoiial Fund 


Endorsement 

Pet pro The Hawk llanafactutmg 
Co , Ltd James Chaplin (secre 

tacy) 

For self and co executors of John 
Jones, Thomas Bishop 
George SteTenson, Liquidator of the 
Hawk Manufacturing Co , Ltd 

Per pro Andersons, J Joseph {secre 
tary) 

J and J Andersons 
Per pro Scott Memorial Fund 
A B (secretary or treasurer) 


Promissory Notes 

A Promissory Note is an uncooditional promise id writing, 
made by one person to another, signed by the maker, engaging 
to pay on demand, or at a fixed or determinable future time, a 
certain sum in money, to, or to the order of, a specified person, 
or to the bearer 

The person giving the promise is called the maker of tbe 
note blosb of tbe regulations governing Bills of Exchange 
apply with the necessary modifications to Promissory Notes , 
but tbe following provisions relating to 

(a) Acceptance, 

(b) Presentment for acceptance, 

(r) Acceptance supra protest, 

{d) Bills m a set, 

do not apply to notes 

P/Ns for less than £5 payable to bearer on demand are 
illegal in England and Wales but legal in Scotland and Ireland 
A banknote is a P/N issued by a banker, payable to bearer 
on demand 

A P/N may be made by two or more makers and they may 
bs liable on it jointii/ or jointly and seieraihj according to tbe 
form in which the note is drawn 

If a note is drawn, I pzoiuise to pay, ’ and is signed by 
two or more persons, each of such persons is liable ’feieralli/ as 
well jointly on the note 

It a note is drawn, " We promise to pay, and is signed by 
two or\m ore persons, each persons are liableywrtf?y only 

If a note is intended that such p^ons shall be liable seierally 
as well 2.S jointly, the note shall be drawn, “'S\e jointly and 
severally promise, etc 



(A). Example of a Promissory Note on Demand 
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A person taking a note may hare a place of payment 
indicated at the foot of the note and not in the bodj especially 
where there n. more than one maker The makers are liable 
withoot presentation but to render any endorsers liable pre 
sentment for payment is necessary 


lOU 

An I 0 U IS not a promise to pay and is only an acknow 
ledgment of indebtedness It is not a negotiable mstrument 
and requires no stamp 

The following is the usual form — 


To A B 

lOD 


10th Sept 19— 


C D 


A specified tune of payment should not be inserted other 
wise It becomes a R N and is then liable to stamp duty 


Bills of Exchangre 

A Bill of Exchange is defined by the Bills of Exchange Act 
1882 to be an unconditional order m writing addressed by 
one pereon to another signed by the person ^nng it requiring 
the person to whom it is addressed to pa> on demand or at a 
fixed or determinable future t me a sum certain m money to 
or to the older of a specified per&ou or to beaier 

Procedure of Bills — John Phfibps of Nelson Street Bir 
mingham orders gooda value £7o of Jas Graham London 
Owing to the fact that Philhps has no ready cash or probably 
for some other reason he makes an arrangement with Graham 
to accept a bill drawn at three montl s date by Graham thereby 
prom sing to pay the £75 at the expiration of three months 
This bill would be drawn by Graham m such a form as the 
following — 
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Graham is the drawer of the bill, and Phillips the drawee 
The drawei would forward to the drawee the draft, as it is 
sometimes termed, accompanied by a letter, as follows — 


I.O'ICO'f, 

17 OcloUr, 19— 


Jin John Pnirrips 

Nelson Street Birmingham 
Dear Sir 

I beg to enclose a three months draft on you for £75, which 
please accept and return to me in doe course made payable in London 
\ours faithfully, 

Jas Gnisiu 


Acceptance — If Uie business transaction were m order, 
and the amount, £75, corresponded with bis ledger, Phillips 
would express his wilUogness to pay tbo amount in three 
months time by writing across the face of the bill thus — 



This procedure is teriued occepUng the bill , Phillips is now 
termed an acceptor and the bill may now be termed an accept* 
ance Ha\ing accepted the bill, Phillips returns it to Graham, 
who may keep it in bis own possession until the due date or 
date of maturity amves, when it must be presented for payment 
at the place named in the acceptance 

Graham may negotiate it to another person if be desires 
As bills form a method of payment this latter process is the 
usual one They pass thus from one to another, that is, they 
are negotiated and the person negotiating called the holder, 
before delivering the bill endorses it 

It Graham negotiated the bill he would endorse thus — 
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Days of Grace. — Onr bill would mature on the 20th 
January, 19 — , being three calendar months after October 17th, 
plus three days’ grace According to an old custom, no bills, 
except those payable on demand, at sight unless “fixed,” le 
“ -without grace, ’ are legally due until three days after the 
nominal period of the bill Bank Post Bills issued by the Bank 
of England take no days of grace What was originally an act 
of grace or favour has acquired a legal force and is specially 
provided for in the JitUs ^ Exchange Act, 1882, unless the bill is 
worded thus — 

Three months alter date, without grace, pay ” 
or 

“ On the 17th January, 19—, fixed, pay” 

If Phillips arranged with his banker that bills are only 
payable on receipt of an advice, or order to pay, he would 
proceed thus — 

A few days before the maturity date, he would write his 
banker, advising him that Graham, the payee, would be pre 
senting the bill for payment He sends thus an aiv\t6 slip 
which contains certain particulars referring to the bill, and 
requesting him to debit the acceptor s account with the amount 


WU,, 

nr**«r ^ 

t>al« 

Term ^ 

Acit 

John Phillips 

Jas Graham 

October 17 19— I 

1 3mos 

£76 


To the IiIui&Gcs 

Loudon & South Western Bank 

Please honour the shore sccepleoce smoaot £75 and charge the same 
to my account 

Yours faithfully, 

JOHS Philejps 

Nelson Stbeet Bibsinghan 
January Vlth 19 — 

■When Graham presented the bill to the bank, the latter 
would pay the amount, debit Philhps s account with £75, and 
take possession of the mahzred bill on behalf of the pajer 
When a bill is paid thus, it is termed to be honoured, met, 
taken up, or redeemed 

He could also proceed thus — 

Phillips, being resident in Birmingham, would have his 
banking account with a Bank m that city The bill being 
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drawD pajable, LoutloD, would be domiciled at the London 
office of his bank in which case it would be necessary for 
Phillips to notifj hi3 Birmingham Bank that this bill was 
falling due in London, requestmg them to advise London to 
honour same 

We maj arrange the parties to the bill thus — 

{ DraiTee 1 

\cceptotl in favooi of the Payee 
Payer J 

If Jaa Graham wished to transfer his interest m the bill to 
Thos Robinson he could draw it out in any of the following 
wajs — 

(a) To the order of Mr Thos Robinson " 

(2>) To ^Ir Thos Robinson or order 

(c) To ^Ir Thos Rohmson 

((f) To Mr Thos Robinson or bearer ” 

A bill may be made pajable to two or more payees jointly, 
or it may be made pajable to one of ttvo or one of several 
pajees It may also be made pajable to the bolder of an 
office for the time being 

Inland and Foreign Bills —Bills are either “inland’ or 
“ foreign An inland bill is a bill which is, or on the lace of 
it purports to be, (a) both drawn and payable within the British 
Isles or (i) drawn 'cvitbin the British Isles upon some person 
resident therein Any other bill is a foreign bill By the 
British Isles is meant any part of the United Kingdom of Great 
Britain and Ireland, the Islands of Man, Guernsey, Jersey, 
Alderney, and Sark 

According to the definition the sum payable must be certain 
It 15 a ‘ sum certam although required to be paid 
(a) With interest, 

[b) By stated instalments, 

(e) By stated instalments, with a provision that in default 
of payment of any instalment the whole shall become 
due, or, 

(tf) According to an mdicated rate of exchange, or according 
to a rate of exchange to be ascertained as directed by 
the bill. 
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A bill must be made payab’e on demand, or at a 
fixed or determinable future time. A bill la payable on 
demand — 

(o) When expressed to he payable on demand, or at sight, 
or on presentation 

(6) When no time for pajment is expressed. 

A bill 13 payable at a determinable future time when 
payable — 

(«) At a fixed period after date or sight 
(h) On or at a fixed penod after the occurrence of a certain 
eient which is certain to happen, though the time of 
happening may be uncectam Thera must be no 
contingent circumstances 

Valid Orders to Pay — Mr Chalmers, in his book on bills 
of exchange, points out tliab the following are valid : — 

(a) Ten days after the death of E. 

(b) Ten months after H M Suallota is paid o& 

{c) On the Ist January when X comes of ago. 

(d) One year after notice 

(e) One year after my death 

{/) Ten months after demand m writing 

File years after the opening of the '• S ’ Railway 

Invalid Orders to Pay — The following are invalid — 
(rt) When I many X 
(6) When I am in good circumstances 

(c) Thirty days after the amval of the ship Snallou at 
Calcutta 

(li) Ninety days after sight or when realised 
(e) Ninety day s after the dissolution of partnership between 
G and X, and the settling of the books 
(/) Provided that the receipt form at foot hereof is duly 
signed, stamped and dated 


Particulars re Acceptance of Bills. 

As has been aaid, ffie accepfasce oi a biii is the sjgniiJ 
cation by such drawee of his assent to the order of the 
drawer. 

General Acceptance. — An acceptance may be either general 
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or quahfipd A General acceptance is one which assents to the 
order of the drawer without qnaliOcation, eg 





‘I 


iS 

Qualified Acceptance — Aqualtfied acceptance in express 
terms, vanes the effect ol the bill as drawn. 

An acceptance is qualified which is — 

(a) Comhtional, t.e which makes payment dependent upon 
some condition, eg “ accept^ payable when m funds ' 

(//) Partial, t e to pay part only of the biU , eg a bill drawn 
for £500, and accepted for £300 

(c) Local t e to pay at a particular place , e g payable onhj 

at Farr s Bank, Lotbbury 

(d) Qualified as to tme ego, bill drawn at two months after 

date, accepted payable three after date 

(e) Accepted ly one or more of drauHS, lut not by all, eg 

an acceptance by A only of a bill drawn on A, B, 
and C 

The holder of a bill may refuse to take a quahfied acceptance, 

and may treat the bill as being dishonoured by non acceptance 
for want of a general acceptance 

Domicile. — In acceptmg a bill it is usual, although not 
necessary, to write the word ‘ accepted, and then to name the 
place of payment This is termed domiciling the bill If the 
bill be not domiciled the place of payment is the usual place 
of business or residence of the acceptor Afterwards the 
signature of the acceptor is essential In the case of a bill 
dravyn at a certain period after sight i« »a also necessary to 
write the date when it was accepted. 
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Example of an acceptance of a sight bill drawn two months 
after sight — 



A merchant, on receiving such a bill either direct or by 
endorsement, should immediately present it to the drawee for 
acceptance , for, should he omit to do so within a reasonable 
time, he may lose his remedy against the drawer and endorser, 
should the drawee refuse or fail to pay it when due 

The preseutation of a bill for acceptance must be made 
during the recognised business hours, t e before 4 p m , and it 
IS a London practice to leave the bill one day at the drawee’s 
counting house by putting it into a bos marked, "Bills for 
Acceptance, ‘ and to call for it the next day at the drawee's 
counter 

The Stamp —An inland bill requires to be drawn on an 
embossed stamp bill form, which stamp cannot be effected after 
the bill has been accepted 

The following is the ad talorem duty rate — 

When the amount does not exceed 

£5 the stamp required is Id 
exceeds £5 and does not exceed £10, stamp required 2rf 
.. £10 » „ .. £25 , 3d 

.. £25 „ „ „ £50 .. 6d 

M £50 „ „ „ £75 ,. 9d 

„ £75 „ „ , £1(K) , Is Od 

and so on, at a rate of 1/- for every £100, and also for any 
fractional part of £100 if the bill exceeds £100 

Bills payable " on demand, ’ " at sight, ’ or within “ three 
days after date or sight,” for whatever amount, require only a 
penny shsmp either nspressod or adhosivo. Tie drawer nf the 
biU must cancel an adhesive stamp 

Bills pajable m the Channel Isles and the Isle of JIan are 
foreign bills, so far as the Stamp Act is concerned If the bill 
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IS not sufScientlj stamped, the maker oc negotiator is liable to a 
penalty of £10 

Stamp Duty of Foreign Bills Drawn and expressed to 
bo payable out of the United Kingdom, not payable on demand 
or within three days — when paid or endorsed or negobated 
in the United Kingdom 


Not exceeding £5 . . . . IJ 

Exceeding £5 and not exceeding £10 . 2d 

„ £10 „ „ £25 . . 3(f. 

, £25 „ „ £100 . . Sd. 

Every £100 or fractional part 6i 

Payable on demand, or within three dajs after 

date or sight, tor any amount . Id. 


Special Adhesive Stamps are required for Foreign Bills 
chargeable with these ad laforem duties 



1. Example of a Bill payable to Bearer on Demand, 
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Tins js uscaJJy ca]]ed a “ Cash order, ’ and jts use ]s das 
couraged by bankers indeed, some banks refuse to collect these 
cash orders 

It does not require acceptance, and is payable on present 
ation at anj time 

Although the form of the bill is as exemplified on page 103, 
several of the particulars given are not essential 

A bill 13 not invalid by reason — 

(a) That it is not dated 

(i) That it does not specify the value given, or that any 
value has been given for it 

(c) That it does not specify the place where it is drawn or 
the place where it is payable 

Where a bill is not payable to bearer the payee must be 
sained or otherwise indicated with reasonable certainty If a 
mistake is made m the name evidence may be given as to the 
person intended Thus if the bill is payable to W Smyth, it 
may be shown that W Smith is intended 



Example of a Bfll payable «o Bearer at- a Fixed Time. 
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This bill IS payable two calendar months from the 14th 
No\ember plus three days’ grace, le 17th January, 19 — 

It IS the duty of a holder to obtain acceptance of such a 
bill, unless drawn. 

Two moctliB atter date without acceptance paj to, etc 

which IS most unusual except m case of bills drawn on people 
abroad and then only to sato expense of procuring the accept 
ance on small amounts Some English bank forms, drawn by 
Branches on London Office or Agent, ate worded, 

‘ Fourteen daja after date without acceptance, pay to, etc " 

The custom of drawing lulls to bearer is very limited, m fact, 
one IS rarely seen 



Example of a Bill payable to Be5re!L5t3D£iS g"-"-fa‘° 
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Bills dra'WD in fa\our of bearer whether on demand or not 
pass by deli\ery from hand to band without endorsement 
Here it will he necessary for the drawer to present the bill to 
the drawee for acceptance as soon as possible as fLe three 
months is reckoned fiom the date of acceptance or s ghtmg of 
the bill Suppose the bill were accepted by Clarke on 
October 19th last thus — 



it would mature on 22Dd January 19 — . 

Value Received — Although it is customarv to add these 
wards to a bill they are realty unnecessary as it u presumed 
unt 1 the contrary is proved that consideration has been given 
for the bill 

Accommodation Bills — \n Accommodation Bill { Kite 
or IVinda ill ) is a bill to which the accommodating party 
le he acceptor drawer or endorser has put his name without 
consideration for the purpose of benehting or accommodating 
some other pirty who desires to raise money on it and is to 
provide for the b U when due 

In the case of a trade bill there is an order for payment 
on account of lalue receved or goods shipped or 
services rendered all of which phrases are intended to imply 
that means will be taken to meet the b 11 when it becomes 
due In the case of accommodation bills no such check exists 
and hence the danger attending their use 
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In this case, tho bill is payable to the Star Motor Company, 
the payees, or their order bj endoisement, that is to say, the 
payees may order the bJl to be paid to another party by 
endorsing the name of the party to whom they Kish the money 
to be paid The endorsee may, if he likes, endorse the bill over 
to another paity, and this piocess may continue until the last 
holder will present the bill to Clarke for payment Should a 
bill not hare sufficient space on the back to carry all the 
endorsements which may bare to be made, a piece of paper 
called an allonge (Fr alio tger, to lengthen), may be pasted 
on to it, and the further endorsements wntten thereon 

Bills m Sets. — Toaroid tbe nsk of loss and also to save 
time iQ transmission, bills drawn abroad on this country and 
i ce itrsa are usually drawn in sets oi two or three, each being 
like the others, except that they are speeided as First, Second, 
or Third of Exchange Only one, usually tbe First, beats 
tbe stamp duty and only one is accepted, unless of course the 
First bo lost, when it would be necessary to hare another copy 
stamped and accepted Tbe general practice among merchants 
IS to send the First unendorsed copy, or “ Via as it is called, 
to their correspondents in tbe city on which the bill is drawn, 
to get It accepted, keeping another for negotiation, and when 
tbe bills are sold a merchant will put an indication on them 
to the effect that tbe accepted m is m the hands of his corre* 
spondents, naming them by writing across the face of the 
bill:— 


<3 — 
w S 



His correspondents, having got the bill accepted, will keep it 
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and deluer it up to the party presenting one ol the endorsed 
Vlas Thus the risk of sending accepted bills backwards and 
forv,ards by post is avoided 

Ordinary Inland Trade Bills are not drawn in sets 
The custom appears to lean towards two copies as being 
sufficient, but certain places abroad still require the set of three 
^Vhera Documentary Bills are concerned, and three Bills of 
Lading are issued, the set of three bills becomes useful m 
remitting one B/L and a hill by different mails 

Sola Bill — It very often happens that only one bill is 
drawn, called a Sola Bill, or when a set is drawn and the others 
are not to hand, the single via is seat forward for acceptance in 
the usual way, and a copy of it is made and negotiated 

In such cases, the parly to whom the bill is sent to get 
accepted, will hand it over to the presenter of the endorsed 
copy 

A duplicate should be made of tbe bill, and the word " Copy ” 
should be legibly wntten on tbe face thereof If there are any 
endorsements, these should be entered on the back of his dupli* 
cate, and after the last endorsement is entered, the phrase, 
“ Thus for copj should be written, so that all the wnting above 
these words shall he taken as a true copy of tbe original 

A drawee should be careful not to accept two vias, as by 
doing so he would make himself liable to pay on both of them 
should they get into diffeient hands 


Particulars concerning the Endorsement of a Bill. 

Bills drawn payable to bearer can be negotiated without 
endorsement, but those drawn payable to order are not trans- 
ferable except by endorsement It is well to understand at the 
outset that every endoroer, as well as the drawer is liable to be 
called upon to pay the amount of the bill, should the drawee or 
acceptor either refuse oi fail to do so at maturity If the holder 
of a bill, payable to his order, transfers it without endoroing it, 
the transferee obtains only as good a title to the bill as the 
transferor bad The transferee acquires the nght to have the 
endorsement of the transferor (until then it is simply treated as 
an equitable assignment) 

Sans Recours. — A man may endorse a bill without incur- 
ring any liability upon it, by addmg to hia endorsement the 
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•words “ Sans recours,’ or “ Without recourse to me ” This 
practice is usually adopted when one person endorses a bill as 
agent for another 


The Maturity of a Bill. 

A bill is said to be discharged when duly paid at maturity 
directly on presentation 

The bill should be presented for payment on the last day 
of grace, either to the acceptors or to the bank where it is 
domiciled 

Should the last day of grace fall on Sunday, Christmas Day, 
or Good Friday, or a puhhc fast or thanksgiving day, it is pay 
able on the pieeeding day, but when the date of maturity falls 
on one of the Bank Hobdays, the bill is payable on the succeed 
ing business day 


Discounting a Bill. 

Good inland or ordinary trade bills can be discounted by 
a customer •with bis banker By that is meant that the 
bank will buy the bill, with recourse against the customer 
who IS the endorser, and all parties to the bill, giving him credit 
for the amount of the bill less interest or discount for the period 
from the date the bill is discounted to the due date of the bill 
The rate per cent per annum which ts charged is a matter of 
arrangement This rate for discounting bills vanes according 
to the financial standing of the parties subscribing the bill, the 
s»at 0 of the money market and the Bank of England rate of 
discount which is increased or decreased by the directors as the 
scarcity or abundance of the floating supply of money renders 
it desirable The rate of the Joint Stock Banks and the various 
discounting houses is rather less than the Bank of England 
official rate 

A commission is also charged on bills payable in the country 
An ordinary trade bill will demand a higher rate of discount 
than a bank or first class bill, tea bill accepted by banks or 
recognised merchants and financial houses of good standing 

Example of Ba tier's or Iferca title D scoiint 

Jas Anderson holds a three raoBfis ivJJ, value ^0, drawn 
on November 14th He discounts it on January 8th at a 
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4% per annum rate of discount Wliat cash will he receive 
from the discounter ? 

The biU Will become doe and payable on February 17th 
Consequently, the unespired period of the bill is 40 days 
(January 8 to February 17) The bankers discount is the 
simple interest on £90 for 40 days at 4!^ per annum, which 
equals 7s 10/f Anderson would receive from the discounter, 
£90 less 7s lOd.te £89 12s 2d 

The Practice of Bankers. 

Bills drawn on English Banks and Houses by their branches 
and agents abroad, although ostensibly English Bills, are re 
gardsd os Foreign Bills, and are sotnetimes termed Remittance 
Paper 

Bills drawn in England on persons abroad, and payable 
abroad, aie sold or negotiated through bankers in this country, 
who will credit the market equivalent of the amount of the bill 
The resulting amount received depends on the country on which 
the bill IS dtawn and the Course of Erchange between that 
country and England (v B S Osbornes Practical Arithmetic, 
Article on Foreign Exchange ) 

To obviate or lessen the nsl of loss of exchange, a bill 
which IS to be sent foi collection or negotiated, should have 
insetted the clause, “ Exchange as per endorsement, ' or 
should be drawn “ payable with approved banker s cheque on 
London, including cotnmissioD, interest, and stamps”, or, again, 
another clause instead of the latter, when drawing on countries 
where the exchange is steady, is “Payable at banker's drawing 
rate for sight bills on date of payment 

Periods of Bills — The penod of bills varies accoiding 
to custom, or perhaps to the purposes for which they ate 
drawn, eg — 

Bills at bight, or bills to be paid immediately they are pre 
sented, are for reimbursement on account 

Bills at short sight or three Hags’ sight are usually for returns 
for operation in bills, bullion, and foreign stock 
Bills at one month have no parhcular significanco 
Bills at tiio months are usually mercantile bills 
Bills at three months are for banking operations 
Usance.— Bills at usance are at the customary penod of 



122 


^rODER^^ BUSINESS EOUTINE 


drawing bills at or on the places named, tg In this country 
the usance from Portugal, Prance, and Malta means thirty 
days date , from Holland and Belgium one month’s date , from 
Spam sixty days’ date, from Italy three months' date, and 
from New York sixty days’ sight 

The term is now practically obsolete 


A Bill Dishonoured. 

A hill 13 said to be dishonoured, either when the drawee 
refuses to accept, or the acceptor fails to meet it when it matures 
"When a bill is returned to you dishonoured, either by non 
acceptance or non payment, it is advisable for you or your 
banket immediately to place it m the hands of a Notary 
Public (N/P) part of whose business it is to present dis* 
honoured bills, and note and protest their oon acceptance or 
non paj-ment The Notary Public presents the bill os tbe day 
of dishonour at its place of domicile and demands acceptance 
or payment If either is refused, he notes its refusal by writing 
upon a slip which he attaches to the bill, the reply he receives, 
eg “No orders,' ‘ No funds,’ “ Peter to drawer, etc 

He also marks tb^ bill with the date of tbe act of dishonour, 
and then initials it The fact is also recorded in a book kept 
for the purpose by the Notary 

The following is an example of a « Noting ’ ticket — 


Uessbs a B Baoi , 
KoUnes, 

Bjsin^hall Street 


IJ'otiiig S/4 


E C 


No orders to piy 


Notice Of Dishonour 

If tbe bill had been endorsed to you it would be your 
duty to give immediate notice of dishonour in writing to the 
drasver and each endorser If such notice were not given, the 
and nwsJJ 1«* /tjmb aJJ JjaluJjt/ 

concerning tbe bill After having given such notice, you may 
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have recourse— that is, you may demand payment plus interest 
and co^t o£ noting— of the bill of the drawer or any of the 
endorsers 


Example of a Notice of Dishonour. 

To A B , of 

Please take notice that acceptance to dated 

@ 8 months date, dne payable at 

has been dishcmonied by nonpajment and we 

hereby request Jnjmediate payment of the same with all expenses 

This form of notice is sent to all parties to a dishonoured 
bill 

Protest — "When a foreign bill is refused acceptance or 
payment, it is necessary, nnless marked to the contrary, to 
have it protested This is done by a notary, wbo again presents 
the bill to the drawee or acceptor for acceptance or payment, 
as the case may be, and, in the event of his meeting viith a 
refusal, be draivs up a formal document called a Protest 

Renewing a Bill.— Sometimes the acceptor, finding that 
he will be unable to meet bis acceptance when it matures, 
requests to be allowed to renew it 

If the drawer of the bill is satisfied that the acceptor la a 
man of some financial standing, he will agree to the renewal 
— the acceptor paying for the new bill stamp, the interest for 
the period of extension and commission 

Retiring a Bill. — If the acceptor pays or reines an accept- 
ance before it is due, for the purpose of gaming rebate, it is said 
to be “ retired under discount or “ paid under rebate 

Supra Protest. — If a bill of eschange has been protested 
for dishonom by non acceptance or protested for better secunty, 
and is not overdue, any person not ^ready liable on the bill, 
may, with the consent of the holder, intervene and accept the 
hill 5i(j ra j Totest for the honour of any party liable on the bill, 
or for the honour of the person for whose account the bill is 
drawn Such acceptance for honour may be for part only of 
the sum for which it is drawn 

The acceptance for bonoui, supra protest must be written on 
the bill, and indicate that it is an acceptance for honour, and 
must be signed If not expressly stating for whose honour it 
IS made, it is deemed to be an acceptance for the honoui of the 
drawer. 
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Case of Need 

At the foot of many foreign bills will b“ seen a memorandum 
thus — 

Id need mth Ues&rs A B & Co 
or 

* In case ot need apply to tiesscs A B A Co 

Threadoeedle Street 

I.oadon E C 

This IS called a case of need and means that should the 
drawee fail to accept or baving accepted should fail to meet 
the bill A B i Co the referee m case of need will do so for 
the honour of the drawer or the endorser of the bill who inserted 
this clause 

This practice p'‘e\eiils the expense which would be incurred 
when the bill is returned tbiough the mtenemng endorsers 

By acc^ttng /or honour such acceptor engages that oa due 
preseatmeat he will pay the bill if sot paid by the drawee, 
provided it bas been duty presented for payment and protested 
for non payment, and that be receives notice of these facta 

FOREIGN EXCHANGE AND THE PRACTICE OF 
BANKERS 

Foreign Exchange 

By the term foreign exchange is understood the liquidation 
of debts between two countries by an exchange of the money 
of one country for an eqni\alent amount in the money of the 
other country 

A foreign debt may be bqu dated thus — 

(а) By sending bonds or other international securities for 

sale 

(б) By sending goods to the value of the amount due for 

sale 

(c) By actually remittmg com or bullion 

(d) By cheques and bills 

The fourth is the method usually adopted by merchants to 
liquidate their debts Supposing you had sold goods to a 
cust^er in New York he could pay you by remitting a draft 
payable in London or you could draw on him for the amount 
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and sell the draft to a bank or bill broker m this country 
Conversely, if you had bought goods from a merchant in New 
York, you could buy in London, and remit to him a draft on 
New York, or you could ask him to draw on you He could 
then sell this draft in New York 

Documentary Bills. 

A Documentary Bill is a foreign B/Exc accompanied 
by such documents of shipment as Invoice of goods shipped, 
Bill of Lading, a Policy of Insurance, and sometimes, m 
the case of foreign shipments to this country, a Letter of 
Hypothecation 

Drafts against goods sold on o i f terms are generally drawn 
at 60 or 00 days’ sight, documents attached, “ documents to be 
Buiiendered on payment ” 


Example of Documentary Draft, drawn by B Miles & Co 
on ^ilessrs W B A. Co , Ltd New York, for 749 dollars 
This Draft is termed the First of Exchange. 
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Letters of Hypothecation — These are common to sets 
ot shipping documents rclatiTO to drafts ■with documents 
against payment, negotiated from America and the East to this 
country T1 e conditions of the L/H usually peimil the holder 
of the bill to receive payment from the drawee under rebate 
{t e to pay the full amount of the draft, less interest for the 
unevp red term of the bill at the then rebate per cent per 
annum the rebate in this country is J % above the advertised 
Deposit rate of the Banks m London) 

It also empowers the holder, in the event of the drauees not 
talc ng the iiU up to sell or dispose of the goods represented by 
the documents to the best of his ability In this country 
documentary bills (documents against payment) negotiated 
through London by the Colonial Banks are sometimes covered 
by a general letter hypolbecaling the relative goods of all bills 
negotiated by a Bank for that particular merchant otherwise 
they requite a separate letter with each shipment or kill 

A practice has grown up amongst certain of the Foreign 
Banks who have opened offices in London not to trouble about 
a L/H leljiQg on tbo fact that as they have purchased the 
bill and the seller a interest in it and (ho relative shipping 
documents they are in as good a position to dispose of or 
realise on the goods as the original bolder This view how 
ever is open to contention 

All the English Colonial Banks and most of the English 
Joint Stock Banka requu« a L/H either special or general 
They safeguard their interests abroad by appointing as agents 
one of the branches of our big Fore go and Colonial Banks 
which are perfectly capable of look ng after the interests of the 
remitting Bank 

It must be home in mmd that the English Jo nt Stock 
Banks which frequently act as the medium for the sale of 
documentary bills for their customers {such bills being bought 
by the Colonial and Foreign Banks on the English Bank s 
endorsement) do this business only for-good class customers 
where the risk of recovery of the amount of the b 11 in the 
event of its non payment is reduced to a minimum Then the 
Shipping Firms on th e side usually have their own agent or 
correspondent at the place ot consignment who in case oi 
need, would realise the goods on behalf of the Bank or the 
Sb ppers 
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Zjyj aj^s L Iter cf H jpetheeah') i 


TO 


I/ONDON 2&- 


TilE •!ECJiETAJiy OF 

TEE BAER OF AUSTllALASU 
LONDON 


Sin 


Bat ng negol ated through The Bask o» Ausibalasia 

Bill dated 19 on Af 

0 / at etojs sgli for £ hereby del er 

to JO i I) e I iiotee and B UoJ Lad ng 0/ Faehagei of Goods sb j>ped 

on hoard tie Capta n hound for 

— Aehie able by endorsement to yo r Older together 

It tl the Pol cj of Ins ra ee effected on the same to tl e etie i of A__— 
5 ucH »h ppi 9 doc ments are to be held by I e Sank as collateral 
tee nty 

In cate tie sa d SxU tlould be d slonou ed either bj non-acceptance 
or on payme I or * 0 « eient 0/ tl e stopping payn enl uhcther 

bejort or after aece^ lance hereb j aulho tu Tat Bank op A^Stbalasia 
to d spose of the laid Goods n the Colonj at t e r d icret on by Public Sale 
or otheritiie 0 atco nt a d risk s bj ct to the usual Charges and 
Com so the ISa k b g free f om aU respont b ! Ij vl atsoeter i<t 

respect of I chiaU and ^ further ag ee 0 I old lusble to the Bank 

for anj defic neytlal ayaruon cl sat u A 5 per cenl reexelange 
any surplus thereon bet g ten tied to London at the current rate of Ex- 
change for cred t 

In the e ent of any cla m a sngonthesad Ins ranee authonse the 
Bank to reco er the an aunt nder the pot y aboie n ent 0 ed and h cA 
I ereby ass gn oier to the Ba k for tfat p rpose and the Banl naj 
apply any av 0 n( so ecoiered n (he I he mann r as the p ocecds of the 
goods if sold or hand f tie B U las been pa d by 

Tl e del ery to the Bank of the eollaleral secunl es before rt e to ed 
s all notp ej d ee its r g1 ts on the B Us negol ated n case 0/ d ehorto r 

nor shall a j reco se taken t ereon affect the Bank s t le to sucl secu t es 

to tie extent of'— I ab I ly to the Bank as above and as b tween ^ and the 
Bank formal 0 ce of the tion-aecepUmee or non paj e % of the B Us shall 
not be 1 ccessary nor shaU the gtt ng of time by the Ba k to the 


discharge from lusM ty tn rtspe t thereof 

Your obed ent servant 
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The Part played by Bills In International Trade. 

Tha Hovis Co of liondoo, buy corn from E Thompson, of 
New York Thompson ships the com to London to the order 
of the Hotis Co , and m accordance with the terms of the order 
or contract, draws a bill in duplicate on them for the amount 
of the inroioe at 60 d/e, payable London, documents against 
payment 

Owing to the great iiaproTements in the postal service and 
the acceleration of transit, it has been customary to draw only 
two copies of the bill 


Examples of the First and Second of Exchange 
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Thompson, requiring cash lor his business, does not send 
the bill and documents for collechon and await the proceeds, 
but sells or negotiates, with reconrse, the bill to a Banker in 
New York, together with the relative shipping documents 
representing the corn shipped 

la ccder to grva die poreiasrag' Banker a better title to tie 
com, he gives him a Letter of Hypothecation, or power to sell 
or deal with the goods hypothecated, should the bill not be 
duly met Ho receives from the Banker cash for the amount 
of the hill, less charges, interest, commission, etc , and unless 
the Hnvis Co fail to meet the bill, Thompson s interest in the 
bill IS at an end 

The Banker then forwards to his agent m London, the First 
of Exchange endorsed over to the agent together with a__duly 
signed copy of the Bdl of Lading, Pohcy of JnsurancB, and the 
Letter of Hypothecation (L/H), which, on receipt by the agent 
in London is presented by huo to the Hovis Co for acceptance, 
at the same time allowing them to inspect the documents to see 
whether they are m order 

If they hod them regular, the Hovis Co accept the bill 
payable at theic Bankers, conditional on deliierj of the full set 
of shippmg documents 

On returning the accepted bill and documents to the party 
requesting same, the Hovis Co ascertain and take note of in 
their B/P register, the name of the holders, so that, should they 
require the com before the bill matures, they may apply and 
take up the bill and documents under rebate, te pay the 
amount of the bill less discount at rebate rate (which is ^ % 
above London deposit rate) lor the unexpired days from date 
of payment to matuntj 

In the meantime, the Banker in New York has by the 
following mail forwarded to his agent the duplicate B/Exc 
and shipping documents to be attached to the ongmals, or m 
the event of the Fust or originals having been lost, the 
duphcate copies would then be dealt with as originals, and the 
B/Exc wovdd be presented for acceptance, etc 

It is sometimes usual for the agent, on receipt of the docu 
ments ol a negotiated biU, on amval of the goods to give notice 
to the Dock Co or Warehouseman that they have a hen on the 
goods, and that they are not to be dehvered except against 
their release. 
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I£ Hovis 5. Co failed to meet the bill, the holders, after 
having it protested, would present it through the notary to 
Messrs P A <fe Go , who have paid it for the honour of the 
drawers 

P A d Co would draw on Thompson for the amount of 
the bill, plus cost of protest and anj charges they may have 
been put to, e tj cables, etc , commission and interest, so 
receiving in London in full all the money they had paid away 
Or the business relations existing between a principal and 
agent who acts for “ honour, would be such that it would all 
be settled in a/c current between them 


The Practice of Bankers. 

Opening; an Account— Before opening an account for 
a stranger a Banker generally requires the introduction from 
either a customer, or the name of a responsible person to whom 
he can refer In the latter case he may, as a means of identifi 
cation require a specimen of the applicant s signature to for^v ard 
with hia letter of inquiry, thus — 

Banker’s Letter of Inquiry 

— Ba'JS, 

Lohdob, 

(cfalg) 

Deaji Sib, 

A B who desires to open a current a/o with this Bank, has 
giyen us your name as s reference 

We shall be obliged if you will kindly intorm us whether be 13 respectable, 
and >i the coonection is a desirable one tot this Bank 

At the same tune please state whether the enclosed signature is that 
of ' A B 

Yours faithfully 

“CD Ei.q . 

London 

The applicant should not resent the questions that would 
probably be put to him, as the Banker must safeguard himself 
by gleaning as much information as possible about the business 
position of a prospectivp chanfi As tbs eridaartye xif fnix&dfiDr-f* 
at a first interview will pave and smooth the way for future 
buamess, no conscientious person should hesitate to answer 
questions, even though they may appear somewhat intimate , for 
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unfortnnately there are individuals who would think seriously 
before giving a direct he m answer to what might appear at the 
time a rather pertinent question, and yet will not hesitate to 
suppress facts during the Banker s inquiry 

The nature of the account, commission to be paid foi 
woiking it, and any arrangement as to over draft discount, or 
other accommodation, should be arrived at before actuall} 
opening the account 

To open a Partner^tp Account,OT ons in the name of a firm, 
a request or authonty signed by all the members of the firm in 
then joint and several capacity \vill be required 


Examples showing bow to open 

(a) A Partnership Account 

{b) A Limited Liability Company Account 
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Example 

^0 ^I)c |l '3irtn&, 

Gentlemen, 

We the undersigned _ 


hemg the indmduai Partners in the Pom of 

htTehj regiiesl and authorise you to honour our > especitve 

aiynaiures as under, for atl jmiposes on behalf of our said Firm 
Dated this . dajo/ 


TFill ttffit- 

^TPiB sijw 

TTtll Stgti- 

tTtll sijfn. 
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For a Limited Ltahilttu Company it is necessary to have a 
signed copj of the tnmate, embodying a Special Resolution to 
open an account, to indicate how cheques are to be signed 
and endorsed (bills accepted and endorsed, if so empowered by 
tho Articles of ‘Association), to produce the Certificate of In 
corporation, a copj of the Articles of Association, and specimen 
signatures of all the signing Directors and Officials. 


AT A IIEETIW OP THE DIRECTORS of 


COitPANi. LIMITED held »t - 

d*yof__ ——I i 

the loUoiriag Resolutions were passed — 

1 That the A— R— Bank Limited he instructed to pey and 
honour all cheques ezprii^d to he drawn on behalf of tbie Company upon 
the hanViQg account or accounts kept or to be kept m (be same of this 
Company with the said Bank at any time or times, whether the hanking 
account or accountsof tbis Company are orerdrawo by the payment thereof 
or ate in credit, or otherwise provided they are signed by 


_ and countersigned 


by 

2 That the said Bank be instructed to pay and honour all bills and 
pcocnissot) notes payable at tbe said BauL and expressed to be accepted 
or made on behalf of tbis Company at any time or times, whether the 
bahhing account or aceennVs rf this Company are oTerimwn hy the pay 
ment theieof, or are in credit or otherwise provided they are signed 

by — __ 

xnd countersigned by 


3 That as regards bills and promissory notes expressed to be drawn or 
endorsed on behalf of tbis Company the said Bank be instructed to treat 
such bills and promissory notes as baviog been duly drawn or endorsed, 
as tbe case may be on behalf of this Company and to discount or other 
wise deal with the same accordingly, provided they are signed by^ 
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counteisigned hy- 


4 That the said Bank be instructed to treat all cheques, drafts, and 

orders expressed to be endorsed on behelf of this Company as having been 
duly endorsed on behalf of this Company, provided they are signed 
by 

and countersigned hy 

5 That the said Bank he inslmcted to treat all statements acknow 

led^ing the correctness of this Comjiaiiy s account or accounts with the 
said Bank, and all receipts for the delivery of vouchers, etc , which are 
expressed to be made on behalf of this Company as having been duly 
made on behalf of this Company, provided they are aigned by 


and countersigned by 

6 That the Manager of the Branch 

of the said Bank be furnished with a list of the ssmet of the Directors, 
Secretary and other ofheers of Ibis Company, and that he he from time to 
time informed in writing of any changes which may take place in them 

7 That these Resolutions be communicated to the said Bank and 
remain in force until duly rescinded and notice thereof in writing be given 

to the ^lanaget of the. Bianch of the said 

Bank by the Chairman or Secretary of this Company 

8 The Banking account of tho Company with the said Bank, showing 

at this date a Balance of £ — was examined end found 

correct 

Signed by us the same having previously been entered in the 
Minute Book, and signed therein by the Chairman 


Every article or amount paid mto credit with the Bank, j g 
for immediate credit, or for collection and credit in due course, 
should be entered oa the conDterfoil of the piyiag jd shp, and 
duly received or stamped by the cashier receiving it The 
Pass book can then bo easily checked as far as the credit side 
13 concerned. 
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Collecting Cheques, etc — In the absence of any amn^e- 
ment to the contrary, Conntry cheques (those invariably 
marked ‘ C ’ in the left hand lower corner) aie credited three 
days after paying in Town cheques marked “ T, ’ which are 
cheques on London Clearing Bankers, and cheques in the 
London Metropolitan Clearing marked “ M, are credited the 
same day Cheques on towns in Scotland and Ireland are 
usually credited three days after paying in Bills payable in 
the country are not usually credited until after advice of pay- 
ment has been received These arrangements are common to 
London only m country towns all cheques aie frequently 
credited at once and commission or interest charged. 

Deposit Accounts. — Banks accept money on Deposit, 
subject to seven days notice of withdrawal, allowing interest 
in London at the current rate as advertised by the principal 
Joint Stock Banks, in the Country at fixed rates, generally 
about 2 per cent to 2) per cent per annum Such accounts 
may be drawn against on personal application, but cheques 
are not usually issued for the purpose of indiscntnmate drawing, 
the proper way being, where a depositor has a Current Account, 
to transfer from the Deposit Account to the Current Account 
on a written application or authoiity (such transfer does not 
require a Revenue Stamp) and to issue cheques on the Current 
Aeconnt 


Etample oj Trunsferenre /ram Deposit to Current Acconiit. 


To the 


A B Banl, Limited, London 

Please Iran fer from Depo'nt to Cunent Arcount 



Transfer may of course, be made m the same way from 
Current to Deposit Account 
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Example of Transference from Current to Deposit Account 


London, * 19 ^ 


To the 

A B BanJc^ Limited, London 

Please Transfer from Cunent to Deposit Account 


^ 


Loans. 

These are usually allowed to customers of standing and 
good repute for penoda up to tirelre months, and are matters 
of arrangement Personal security is not desirable, but 
where taken, is in the form of a guarantee, of one or moro 
individuals of good standing and integrity, about whose position 
as desirable sureties the Bank will require to make the fullest 
investigation 

Only where the proposed surely is to be relied on for the 
amount of his obligation will the proposal be entertained, as 
the Banker may have to cal] upon the guarantor for payment 
of the advance 

Life Policy, — Advances will bo made to the amount of 
the surrender value of the policy, agamst an assignment of the 
policy to the Bank 

Land and House Property. — Security here is either by 
way of an equitable charge or legal mortgage, accompanied by 
the relative deeds, the title to which will have to be reported on 
by the Bank’s solicitors, a valuation made by a competent 
valuer, and a declaration by the depositor that the property is 
free from all encumbrances, also a lodgment of a fire policy in 
the case of house property, and, m the case of leasehold property, 
rewi’pit l<fc the itst gnromf refrf STih? ciiifgw or 

memorandum of deposit is, m short, an undertaking by the 
depositor to execute a legal mor^ge, if and when called upon 
to do so. 
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Banks’ forms of mortage usualiy contain a clause 
empowenng the sale of the property in default of repayment 
of the advance 

Stocks and Shares — Depositors may lodge as a security 
for an advance under a memorandum of deposit, bonds and 
other com ertihlo securities as well as stocks and shares, but 
in the latter, Bankers prefer a transfer Shares etc , of Indus 
trial companies are not usnally accepted by Bankers as security 

Produce — Doans against documents representing goods 
are of a \arying character as to duration, rates and governing 
conditions They are generally granted for periods not exceed 
ing three months I^ecdure is by lodgment of Bs/L, or 
Warehouse Warrants under a special form of charge and 
must be accompanied by receipt for freight m case of Bs/L, or 
for Warehouse rent if old warrants A broker s valuation of 
the goods about to be pledged is also necessary as well as a 
marine or fire policy 

Bankers foims of secmity are invariably drawn to cover all 
advances whether by loan oveidraft, or discount and are a 
continuing security 

Remitting Money Abroad 

The principal Banks undertake this business either directly 
or through agents The more ordinary ways are — 

(l) By Mail Transfer, »« to remit and pay either on 
application, or on advice, or credit, a person s account at a 
Bank Full name and address also specimen signature, must 
be forwarded when givmg mstructions to the Banker here the 
amount may be in sterling or currency, and it must be made 
clear whether the remitter will bear ail costs or whether they 
are to be deducted from the amount remitted Should it be 
necessarj to cable the money the additional expenses attending 
the cable will have to be met and a signed letter of indemnity 
given to the Bank. With an ordinary mail transfer it is under- 
stood that the Bank this side is free of responsibility after 
mijuAY baa lath thftie wintmU 
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Ezamfle 

TO THE 

^ ^cin’&, ^imtfcd. 

Gentlemen, 

~ heg fc request that you util despatch a Telegraphic 
M-siiage, either literalhj or m Cypher, direct or through your 

Agents, to basea upon the 

Mxstructions at foot hereof, it being distinctly unde> stood that the 
said message is to be sent entuehj at risk, and that you are not 
to be held liable for the tonseguences of any delay mistake, or 
omission, iihieh may happen tn its transmission, from its mis 
interpretation uhen rereti ed, or from errors m identification. 

Yours faithfully. 


INSTRUCTIONS 



Prom BILL DEPARTMENT 


MODERN BDSINEfaS ROUTINE 
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( 2 ) By Draft, which is procurable from your Bankers, who 
will, if they have an agent at the place requu:ed, issue a draft, 
or, failing an agent, purchase one for the amount wanted 
They can be obtained either in sterling or currency, and 
charges or commission will either be deducted from the amount, 
adjusted m the exchange, or borne by the purchaser. 


Form of Order, 

Dale Jff 

^ '33anlt, ,£tmite6. 


Please procure the following Drafts . 

Place of payment 

In whose favour 

Payable in the currency \ 

of the Country for the 1 

equivalent of . . / 

Circular Notes — Circular notes for travellers' use, usually 
m sums of £10 and £20, are issued by most Banks, and are 
payable by their Agents at various places all over the world, 
enumerated on the Letter of Indication accompanying the 
Notes, and are payable at the current rate of exchange, less 
the pajing Banker s charges 
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Emwph of Instrufttons re Payment of Circular N’oies 

Geaeral Instruetjons to Foreign Cowespondents of the A B 

Bank Linuted regarding payment of Circular Notes and Letters of 
Credit 


CIRCULAR NOTES 

The Bearers o( Circular Notesare to be paid the full value oi the Notes 
they present at the cuitent rate of exchange of the day 

To ensure the payment of the amount of tbs Notes to the proper 
person it is essential that tbe person who presents the Notes be requested 
to sente hie or bet name on tbe back of them in tht presence of the Banker 
from whom payment is required and that the signature be then compared 
with that on the Letter of lud cation 

The Banket paying the Notea may reimburse himself by immediately 
drawing at sight free of Conmistum on the A.— B— Bank Limited 
London stating on tbe draft tbe numbers of the C rculac Notes against 
which ho has drawn which will render any Letter of Advice unnecessary 
Or if more coaienient he may negotiate the Circular Notes themselves 
instead of drawing for tbe amount of them 

The A-^— B— Bank Limited issues Circular Notes of £10 and £20 
Bach acta is signed by (wo officers and the numbers of the Notes issued 
to each tiaveUer arc specified on (he Letter of Indication 
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Example oj Cvrcuiar Credit Note. 

^ SJanfi, 

lAnalei 

Lettbe de CnFDiT CircuIiAibe pour £20 Stebliko. 

A Londres, le 19 

Messieurs les Eangtaers 

designes dans nos Lettres dinduation, 

CeUe lettre tous sera remise par 


dont vous trouisres la signature dans noire Lettre d'lndicaUon, Je 
lous prie do louloir hen lui compter, sans frats quelcongues, la 
t aJetJr de Vingi Lwres sterlings, au cours a vue sur Londres, contre 
sa trade (igetnle stu cette Bangue 

J'ax rkonneur d'etre, 

Messieurs, 

Voire his ohtssanl serviteur, 
CSZT OX COUFTlBILIti GxBARI G^NSBiL. 


Beverse Side oJ Ahote, 


—Bank, 

Lxmited 


-^20 0 0 

A vue pages a Vordre de 


Vingi Litres Sterling taleur refue a 


19 



b« inMrted In tbe 


t onmt of pUc* nbm ncfa im(« is cluDMd ssd the dste. mGst 
ipau St th« Ueh of the bale 
hen BO longer reqoirrd this teller abonld be deslroged or relomed to the Bank. 


LETTRE D’INDICATION. 


15 33anfe, Sinutc^e 


Ce/fe L»Urt tows tera presentee fnrr 

qui est muni dt nos BdU(s Ctrculatret aVos JMur sen 

toyoge Aous ttme priens de U» en feurntr h taltur su cenrs a 
t ue sur noire place, et tans dedn fiens de /rais. a meaun fu'il U 
deiiiandera 

Vans ot^eneres qtie toul agio sur especes dor, ou d'argent, et 
tous fiats cztraordtnairss dtnitnt fire supporles par le porteui 

Mommandant te v yagew a tos allentions, et tous referani a 
sjT signature a joinle,novsaions Vhonneur d etre, 

J/essteuis, 

F<w ties obeissaitfs Servilevrs, 
Geiant 

Signature du Portenr 


[A list of the Bank s branches thronghoot the world here follows ] 
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Letters of Credit — ^Letters of Credit for a fixed sum, 
usually not less than £50, are aUo procurable They are avail 
able for a definite period, and the amount le dra\vable m any 
sums to the amount of the credit at certain fixed places 
arranged for by the procuror , as each sum is paid, the paying 
Banker endorses the amount he has paid on the space pro 
vided on the letter of credit, and obtains the signature of the 
holder to a form of draft on the issuing Bank by ivhich he 
recoups himself for the amount paid 

Example of In^intfiions re Letters of Credit 
LETTERS OF CREDIT 

The Letters of Credit issued by the A— B— — Bank Limited eta 
epecially addressed to parlicolar Baokers These documents also bear 
t^o signatures and are issued in diflerent amounts 

The CoxomissioQ and all charges on Letters of Credit are to be paid by 
the 7io!<fers of such Letters and the Banker paying them will take in 

leiabursement the draft on the A B Bank Limited (form on back 

of document) of the party in whose faronr the Letter of Credit is granted 
for the amount thereof only and deduct bis charges when he pa) s OTet the 
money. 
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Examjile nf Circular Letter oj Credit 


Limited, 

- 


m- e 

Geiithme 

We leQuest tkal you Kill hate the goodness to 
/urmsh V the bearer uith any funds 

mayregwreld Iheezleut of £ 

7’ow«e/» htirUny) against drafts v^on 

Its as }ier our special adnee of , 

Lack draft bear the number of 

Mtei , and uc enyuge (hat the same !,hall meet due kenour. 

Whateiei sums - faay 

lake up, you util please endorse on the biui of this Circular Leiler 
uhich \s to conUmt tn forte hlti IS from 

the present date ^ 19 , 

W^are, re^^tfidl;/, 

§ Oenflemaii, 

o I our obedient Servants, 


t General iTanasers 


fo Messietin % 

Tht BanMi mentumed on the 
third page of thm Letter of Credit 


hxampU of Bach of Circular Letter 
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Mercantile Credits, — Mercantile credits are arranged 
available against delivery of shippmg or other documents for 
specific goods to the value of a given amount, the addressee of 
the credit holding the amount at the disposal of the payee 
according to the terms of the credit In all credits the grantors 
undertake to honour the drafts drawn m proper form, according 
to the terms of the credit on regular presentation. 


LETTERS ON FINANCIAL SUBJECTS. 


Cotlection of Accounts. 


BUCK a E1CEMA.K Ln> . 
Cootrtcton, 

Uanu{acti)r«n a ilttchaat* 
Csaivlt 

£Qfia««ri 

TeUplioQe Noi > 

79Si, Ceotnl. 

Six Ziaes 

T<}«granJ Boebuck loodoo.'’ 


2 & 4 WaiTEcaipEL Bo4D, 

1, 2, 3, 4, 5, 6 & 7, Ukiob St , 

Wbitschapbl Rois, 

Lovoov, Iff—. 

B 


l^iSTt BoldcTOft £ Scm$ 

Smler 


Bib, 

We shall be much obliged if you will favour us with t cheque in 
settlemeiit oi account rsndored to ^ 

Tours faithfully, 

Amount 
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EVCS A ITKEifA V Ifli 
Contractors 

^lanofa cturera A SU rchants 
Consulting It Mechanical 
Eiigineera. 

Telephone f^oi 
79S1 Central 
la Lines 

Telegrams Eoebuck London” 


la. 


2&4 WnwECffapEi. Boau, 

1, 2 3. 4 6, 0 <t 7. UmON St , 

Whitechapel Road, 

lONDO-e, 19 - 

E 


SECOND APPUCATtOy 
jfftssrs JToldcro/t rt Sons 

Lifter 


Dels Sib, 

We beg to teter you to our letter of > isting lot 

eetUenient of aeeoimt rendered to SeptSO, nedmust rejiieetyouto 
be good enougli to give eamo your prompt atteutioB, as the account is sow 

lours &itbfally, 


lb. 

3 4 WaiTECOaPEL Road, 

1, 2, 3, 4, 3, 6 & 7 Oxios St , 

WbitecHaped Road, 
LotDOV, 29 Oct ;g_ 

Telegrams, Koeiuck Loalaa ' ^ 

t hird APflilCATION 
essrs IloldcTO^t A Sons 

Exeter 


Amount 


BUCS & mCE)UI> LtO, 
Ccstractors, 

Uanalaeturets & Uerchance 
ConsuKisgd; Mechanical 
Eaglneen 

Telephone Dos 
79S1 Central 
Four Llnea 


Deab Sib, 

^^e have to remind you that we hate already written to you 
twice asking for pajment ol account rendered to Sept SO , which is 


now much overdue 

We must requast joo 
ol post 


to forward a cheque m st 
Tours faithfully. 


sttJemei 


it per returu 
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BUCK & EICKiI4.N, 
SUniifacturws of 
Saws Fvles Planes 
Ensmeets & ilechanics IboU 
Wholesale & Export leonmonsers 
Iron A Metal Merchants 
Telephone hoa. 

8U 345 & 1S2S Avenue 
lelegrams ‘ Eoehneir Ixin^on” 


ic. 


2 & 4 WaiTECnAPEL Hoad 
1,2, 3, 4, 5 6 & 7, Usio-i St , 

Whitechapel Road 

Ifl'CDQ'J ^ _ /g— 


FOURTH AND FDTAD APPLICATION 


jjessra BolAooSt <£ Sws, 

Exeter 


Dein Sib 

We tsTe to remind you that our accoUDt rendered to 
» still unpaid and that we have already made three applications for 
same 

Unless a settlement is made within seren days from date wa shall be 
compelled to place the account mih onr Solicitors for collectioa 
Yonrs faithfully 

Amount fO 0 


Athng that a Bill he dtaitn to settle Account 


JlEssns Browk and Co, 
Leeds 


GowXB StBEKT, 

Lowdot W 0 , 

12 Fe6 , 19—. 


DeaB SlBS 

Referring' to joot a^Iication for settlement of account due Feb 
1st I should esteem it » favour if you would dra'w on me at 2 months net 
from Sfatch 1, as I have to make some heavy payments during the nest 
fortnight 

Trusting that to accommodate me you will not be put to any financial 
inconvenience. 


Yonrs truly, 

J G Roberts (75^ 
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2a. Re^I^. 

13 Feb , 19—. 

Messrs J B Roberts, 

Gower Street, 

London, W 0. 

Dear Sir 

In reply to yonrs ot tlia ISth carreat we beg to stite that our 
terms are 2} ^ discount for cftsh or one montb net and ss tbe net amount 
became due on ^faccb 1st we base drawn on you for amount of invoice, 
plus two months* interest at S % pet annum 

We should like to add at tbis juncture that it is not usual m our 
business to draw and accept Bills, and it must be clearly onderstood that 
we bare made as exception to yonr ease tn departing frets this rule 
Kindly accept same and return it to us m due course 
Yoon truly, 

3B0VS Anv Co (133) 

2b. Aihny for a Seneml of Bill. 

York 
IB Jen 1 

MEB8S8 JOtTES tl.0 SlItTB, 

SirzmEgham 
Dear Sirs 

1 should esteem it a great favour if you will renew my aoceptanes 
No 61, duejAO 36th, for £361. My for two mostbs. 

The premises, adjoining oor offices, came into the market last week, 
and it was in our firm s interest that we should purchase them 

The negotiations have )Qs( been completed, and we have consequently 
been obliged to pay rather a large deposit at very short notice 

We trust that yon will bo able to acoommodata ns mtioat causing any 
inconvenience to yourselves 

Yours truly, 

Habbisov Asn Co (100) 

2c Esply regretting fnabiiity to renew the Bill 

Stil ’ FOllD , 

19 Jun , 19—. 

Messrs Harbiboi aso Co , 

York 

Dear Scb 

In reply to yours of yerterday's date, asking for a 3 months 
renewal of acceptance No 84 due Ju SBtb, for £381, we beg to state that, 
according to our usual custom we have discounted it, and are con 
sequ^tly unable to comply with youx request 

W d hope you will be successful in laismg the amount before the Bill 
maCurek 

Yours truly, 

JojfES AW Co. (76) 
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2d. Eephj misenimg to ihe Ren$u(U . Entlosmg neio Drnjt 

Bibminghjm, 

19 Jan , 19—. 

Messrs Harrison anb Ck) , 

York. 

Dear Sirs, 

We were mRct astonislied to receive yours of yesterday's date 
asking for renewal of your acceptance due 29tli mat 

According to our usual practice, we have discounted the Bill, and we 
never entertained any recfuest for renewal 

The circumstances m your case being certainly exceptional we have, 
after consideration decided to comply with your rec^uest 

We shall make prevision for the B>U to be taken up, and now enclose 
new draft No 137 for £387/^/8, dated Peb 1 at 2 aj/d, which please 
accept and letum to U3 

Yours truly, 

JoHts Avo Smitb (103) 
Acceptance No 84 . . £8S4 0 0 

3 months interest ® 9% per annum £3 4 0 
Bill stamp . 4 0 

Commission . . . IQ 

Total . . £867 9 6 


Ftr$l Vt<t iltssmg 


To Messrs Lever BBornsBs, 
Landou 


Naw York 

8 Jufy, 19— . 


OKmEBATEN, 

We cabled yon to day thus — ‘ First of exchange, $2 000 on 
Anglo American Bank, our order, missing. ' and we received your cabled 
reply as follows — “ Forwarded with advice *' In your letter of advice of 
the 26th alt , you advise ns that yon enclosed a draft m our favour for 
j^2,000 We ate unable to find same Whether it has inadvertently been 
mislaid by us, or whether you unmtentioaally omitted to enclose it, we 
cannot say 

We have given notice to the drawees, and told them to honour only 
the second of exchange through our Bankers, and with our own endorse 
ment It you will kindly forward us the second via, we agree to 
indemnify you against any loss which may be incurred in connection 

Yours faithfully, 

ferpro Globe Mining Syndicate, 

H Maicolu, 

Manager (145) 
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4 

BiU tfraun to reimlu se a Payment male aga nst a 
Letter of Cred I 


rmWDELPHIA 

18 July 19— 

To B CORRIE i Co 
LoodoD 
Gentlemen 

We heg to infoim yon tl»at we haye to-day pa d to Mr ^ 
Thomsoo £800 m accordance with the terms o{ your Letter of Credit in 
favour of this gentleman Undo ed please find receipt for tie amount 
wh ch with half per cent comnuasion 30/ and postages 1/6 totals 
£301 111 Cd 


We have drawn upon yon at the £xcbange of $1 85 namely for 
$1162 63 to our own order Kindly note and ho our our draft when 
presented 

We remain 

Yonrs f% tbfuUy 

Km Fbiepuasn & Co 


5 

Adiitt of Cil{ draun 

LoNpo^ 

9 June 19— 

Mbbsbs Posetu: £t Cib 
Patia 
Gentizmen 

ConSrtnmg our Utter of the 7th Inst we beg to inform you that 
we hare to day drawn on you for — 

Free 15 400 to the order of K Meyer at S months date which 
amount has been credited to you 

Please note and honour <aiDe on presentation 
We are Gentlemen 

Yours faithfully 

CantEB & Co (63) 


5a Peplu 

Pasts 

11 June 19— N 

To hlESSBS CasTEB & Co , 

London 

Gestlewen 

We beg to achnowledge the rece pt of your favour of the 9th 
current advis ng that you have drawn on us for 

Pres 15 100 to the order of K Meyer at two months date with 
wh ch your account has been debited 

The same will be bonoured on presentat on 

Yours ^(hfuUy 

POISELtB BT OlB 
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6 

Bill sent for CoVeetton 

London, 

32 }u7U, 19— 

To Messhs The Akglo Auebicah Babkqio Co , Lro , 

New York 


Gehtlemen, 

Wa beg to remit herewith tte following drafts with which amounts 
please credit us and advise ns on receipt of same in due course namely — 
$2500 at sight on James &. Go 
$3000 per July 22nd on the Asbestos Co , Ltd 
$3500 payable in New York 

We are Gentlemen 

Yours faithfully, 

Mnitnnr a2«> Fistn (70) 


To MX<6BS MoftO’T 
London 


6a AcknotiM^ment 

New York, 
iff,/u»e 


USD Field, 


IS— 


aSHTLEUXt) 

We beg to acknowledge the receipt of yours of the 12th current 
per s t Afocedonia remitting us dnfts value $5500 which We have placed 
to youi credit as pec enclosed statement 
Yours faithfully 

per pro The Anglo American Banking Co Ltd, 

R BOBSR-rs 

Manager (58) 


7. 

Bill Dishonoured Ezplanation demanded 


Messrs MacDORArn Brotbebs, 
Glasgow 


Londovi, 

23 Jane, 19 — . 


Gertlemer 

We regret to state that yoni acceptance for £150 due 22ad inst , 
has been returned to us by our Bankers marked '* Refer to drawer 

^ e are ratber amazed at snch a proceeding considering oui esteemed 
relations of the past ten years and we txacj that there must be some 
oversight on their part We shall esteem it a favour if you will wire us 
your explauation of this occurrence and remit us the amount 
Yours faithfully 

J & B Retdall Bboth^bs (90) 
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7a. Reply 

Glasgow 

UJunt 19— 

To Messes J 4 P Petoitx, Beothess, 

London 

GETTLEStF'f 

In reply to jours oi tlse 23rd earrent we wired you immediitely 
on receipt ol same tliua Regret irregulantj eiplanation follows Thli 
wire we now beg to confirm 

We apologize for the occurrence and we beg to state that the nniortu 
nate ciream^tances arose through an oversight on the part of our cashier 
As you are aware we made our biU parable at the Westgate branch of the 
BanV of Scotland and some six weeks ago we transferred onr aecoimt to 
the \ ictona utreet branch Onr cashier ongbt to have notified you of (he 
change At the same tune ve blame the Bank of Scotland for lack of 
tact in the matter and on onr pointing this ont to them, they asplained 
that as their manager was awav the new casluer net having a knowledge 
of our banking account returned the bill without giving os any notifieatios 
cisame 

We thank you for the courtesy and consideration yon have shown lu 
os this regrettable afiair aed we assure you that sscJi an event will not 
happen again. Eindly debit onr account (or any expenses incurred We 
enclose a draft for on London in payment ol the bill which plea>a 
return to os m due course 

Tonrs tailhfuUy 

htacDortaLn BBOiasns (232) 

Commercial Abbreviations and Phrases re/emag to 
Cheques, Bills, etc. 

a/c — Aceoimt 
a/d — Mter date 
amt — Amount 

Ad Tsl — Latin, a-J talorem according to value 

a/o — account of. 

a/s — at sight 

B/B — Bank Draft 

B/E — Bill of Exchange 

Bona fide — ^In good faith. 

B/P — Bills Payable 
B P B —Bank Post Bill. 

B R — Bills Receivable 
B S— Balance Sheet or Bill of Sale 
0/* — Currency or Coupon 
C — Latin eenltan, a hundred, per cent , % 

Chq — Cheque 
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C/o — Cash order 
C o D — Cash on EeUTery 
C/N — Credit Note 

Cum d/ or Gum div — ^With dividend 
D — Latin denarius a penny 500 

D/A— Documents Attached or Documents for Acceptance 

D B — Day Book 

d/d — Days after date 

D/D — Demand Draft 

Dft — Draft 

Dis — Discount 

Div — Dividend 

Dies non — The legal day 

d/s— Days sight 

D/P— Doouaieats against Payment, 

Bxch — Exchange 
Int — ^Interest 
lav — Invoice 
1 0 U — I ov?e you 
L —Latin bbra pound sterl ng 
L/0 — Letter of credit 

L/b — Latin Locus S jtlli the place of the seal 

M/0 — Marginal Credit or Metallic cmiecey 

M/d — Months after date 

Mo — Month 

M O — Money Order 

MOO — Money Order Office 

M/s—Months after sight 

n/a — Non acceptance 

N /A — No Advice (Banking) 

N /e — No eflects (Banking) 

N/f — No funds (Banking) 

N /o — No orders 
N P —Notary Public 
Nyp — Non payment 
N /s — Not sufficient (Banking) 

N S — New Style 

0 c — Overcharge 

o/d — On demand overdraught 

O R — Official Receiver 

0 B — Outstanding Old style 

'/ji — Per cent for a hundred 
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Voa — mille for a. tboasand 

F/A — Power of Attomej 

p c — Per cent 

Per annum — By the year 

Per capita— By the head 

Pei contra — On the other side 

Per diem — By the day 

Per Be — By itself 

Pm — Premium 

P/N — Promissory Not© 

POO — Post Office Order Postal Order 
Pnm4 facie — At first sight 
Pro Porma — For the bake of form 
Quid pro quo— On© thing for another 
R/D — Refer to Drawer (Banking) 

Rs — Rupees 

R S 0 —Rural Sub (Post) Office 
§ — Dollar 

8 — Latin Shilling South 

8 0 — Sub Office 
Stg —Sterling 

Sub judice — Under consideration 
S P — Supra Protest 

b L —Latin Lotus Sgilli the place of the seal 

Subprena — tinder a penalty 

Sub rosa — Under tbe rose priiately 

T M 0 — Telegraph Money Order 

T O — Telegraph Office turn orer 

T T — Telegraphic Transfer 

Ultra Tuea — Beyond one s legal powers 

Ut infra— As below 

Lt supra — As abore stated 

Vr — Voucher 

X. d , xd or es div — Ex dividend t e without the dividend 
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Exercises 

1 What IS the difierance between 

(a) An order chequeftsda hearer cheque? 

(b) An open cheque sind a crossed cheque’ 

2 tt hat advantage has a bearer cheqaa overall order cheque? 

3 A cheque may be altered from bearer to order and \ice versa 
Explain ho v this may be done m each case and state in what ciroum 
stances a crossing may he altered or added to 

4 Explain how the crossing of a cheque aHects it Show various 
forms of crossing Would a cheque bearing the following he regarded as 
a crossed cheque ? 



5 In. what way may a cheque be endorsed ? Show how you would 
turn a general into a special endorsement Does the folio ving cheque 
tequiie endorsement ’ 

Fay to the order of Messrs A B &. Co or bearer Suppose is the 
above example the svord bearer weie struck out but the word order 
was not ineeited should the cheque be treated as payable to bearer ? 

6 What IS the elfect of not present ng a cheque within e reasonable 
time of Its issue ’ 

7 Is any protection afforded the dra ter of a cheque who crosses it 
generally and marks it not negot able i 

8 Write out a cheque for £19 10s drawn en the Laucaeh re and 
Yoiksbire Banking Co by las Hill in favour ot John Dale in such a way 
as w 11 prevent any person but the payee cashing it 

Suppose in the above example John Dale lost tho cheque hat 
steps should be take to prevent the loss of the money which the cheque 
represents ’ 

9 What form of cheque do yon recommend for general use by business 
men and why? 

10 Mention one or two advantages ot the cheque system Draw out 
a form of cheque on the London and Eancasbite Bank L m ted for 
£110 9s 6ii m favour of Jas Ilerbert & Sons Sign it John Truelove and 
make it as safe a document as you know bow 

11 Give definitions of a Cheque a BUI of Exchange and a Promissory 
Note 

12 What dut es are imposed upon a banker on whom a cheque is 
drawn ? 

13 Define a £ gnatuie proenrat on to a b 11 note or cheque and 
state Its effect ? 

14 How may a blank endon^ement bo converted into a special 
endorsement without meutnog the 1 ab 1 ties of an endorser ? 

15 Define and illustrate the term restrict ve endorsement 

16 Arc t vo halfpenny adhesive stamps sufficient nn a cheque? Give 
reasons for your ans et 



IGO 


MODERN BUSINESS ROUTINE 


17 Wbat ace the cliicf pteeantlons a liauk cash er should take both 
IQ receiving credits for a customer and m paying cheques ? 

18 An unknown mm presents for payment an open cheque payable 
to John Smith or order hot not endorsed He states that be is John 
Sm th but IS unable to write What should the bank cashier do ’> 

13 What IS jour op nion ol the feUoHmgendorsLmcntson cheques ? — 
(a) Payable to the Trustees ot B Boberts and endorsed— 

For self and Co trustees of R Roberts K Hobertsoo 
(i>) Payable to R Roberts or bearer and endorsed — 

Fay to the order ot E Robertson R Roberts 
(e) Payable to R Roberts or order and endorsed — 

R Roberts w th a farther endorsement below— 

T’ay to the order ol H l>yer K, Robinson 
Give reasons for your answers in each case 

20 llcfine in your own Worden isrtrt'nenf 

21 An order on a banker to pay a sum of money is sent you w tb the 
condition that Che money is only going to be paid on your s guing dating 
and stamping the receipt form for the amount at the foot of the document 
Is this a cheque f Give jour reasons 

22 Define a cheque and a bill of excbsnge end po ot out m 
what part cuht an order drawn by A on bis banker to the order of 

1 ages one hundred pounds doea not conform to them 

23 What IS meant by say ng that a cheque s dishonoured ^ In wbst 
oases will a cheque be dishonoured^ OraB/B^ Ubatshouldthenbedcse? 

24 l:;zpUin the sot negotiable crossing 

29 When do rceeipte lor money leqnite stamp ng’ When would you 
g ve a race pt on account On behalf of your employer JobnBrgbt 
you called on Ford A Co to collect an account smouctisg to iSlO 7s 6d 
and Ford & Co handed you a cheque for £7 carrying £3 forward as goods 
on hand Show the form ol race pt 

26 Ol e as many reasons as you can to account for the great part 
plaved m modern commerce by Bills of Bsebenge 

'’7 J Askam A Co London ores Woolley A Co Leeds £350 audit is 
arranged that a three months draft shall be d awn to day for the amouat 
plus 5 interest per anDim and stamp duty Draw the draft payable 
to the order of ourselves Shov the acceptance end endorse it to 
G Street A Co 

23 Explain as fully as you can what you understand by discount ng a 
draft 

29 Thos Robinson ol Birmingham buys goods value £75 of 
J B tchie & Co London On October 13tb J Ritoh e & Co draw on 
Bobmson at three months date to their own order Draw the d aft and 
show the ac eptanca Ritchie & Co endorse the acceptance spec ally to 
R King Bros Show tbe endorsement If the bill were d scounted on 
December 8th what would the banker g ve for it? Reckon a 4 °o rate 
of meicautilo discount 

30 Explain Dra ver Drawee ftyee and Endorser as used 
in Bills of Exchange 

31 How would a hill he dra vn wh eh vas intended to be payadi'e cm 
a certain day without days of grace? 
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32 EsplaiQ tlie d fierenco (i! any) between — (a) A general acceptance 
and (b) a qualified acceptance of a bill Oire an example of each to 
illustrate your answer 

33 It the last day ol grace is a Bank Holiday on what day is a bill due ? 
31 The holder ot a bill piyaHe to bis order transfers it for value 

without endorsing it What are the Eights oi the transtereo ’ 

35 The drawer of a hill accepts U payable at the Joint Stock Bank 
Fleet Street Is this a q«al fied aoceptance ^ 

36 Vi hat is the meaning ot exchange as pec endorsement ’ In what 
hills IS the clause inserted? 

37 In what eases must a bill be presented for acceptance ’ 

38 What IS meant by a partial eadocsement of a bill and has it any 
effect? 

39 Explain the meaning of the terms First Second and 
* Third of Exchange and their object 

10 When IS a bill payable if the last day of grace u a Sunday and the 
second day of grace is a Baal Holiday ♦ 

11 bat are the consequences of the non presentation of a biU on its 
due date ? 

42 What la the meaning oi the foUoiriDg lodioatiOQ on a Bill of 
Esohsage— First aod in aeed with Atessrs S ^ Co ^ 

13 Define a qualified acceptance Bow may an acceptance be 
qualified ? 

44 k hill is drawn in Leeds on B who re ides in London B accepts 
it payable m Bctlm Is that an inland or foreign bui ^ Give your 
reasons 

45 What English stamps are required upon the following documents? 
State whether impressed ot adbcsiie — 

(o) Bill fofiSTOdtawn in New York at 60 d/a payablein Pamand 
negotiated in London 

(t>) Bill drawn in the Isle of Man for £200 at 3 m/d and payable in 
Birmingham 

(c) Inland promissory note lor £70 payable on demand 

(d} Inland promissory note for £250witliinterest at 5 „ payable 
at three months alter date 

16 On what dates are the follow ng inland bills payable ? 

(a) Dated Nov oO at three nioatbs data 

(b) Dated April 30 at three months date 

(e) Dated Nov 24 at one months date (Christmas Day is on a 
Friday ) 

47 ^ben must a bill be presented for acceptance’ 

49 Enumerate the class of bills that must be drawn on a Id Bill 
stamp 

49 How may a bill be accepted for honour Supra Protest ? What 
hahihties does the acceptor for honnur incur? 

60 DOrseyetCie of Seville have exported oranges to J Wilbams of 
London to the value of £600 and draw upon him for the amount at 60 
days date payable Co the order of Saomarez eC Cie The latter sells it to 
GO Bias et Cie who remit it to G Brown k Co London with whom they 
hare an account Draw the bill lepresentiiig tbs transaction and insect 

Jf 



162 MODERN BUSINESS ROUTINE 

In case of need for the honour of of both drawer and Gil Bias & Co 
Espla n the advantage of inserting a case of need 

61 Define a foreign Bill of Exchange A merchant m London 
J Jones exports £600 worth of goods to a customer m Vienna N Haus 
mann Draw a bill representing the transaction To provide against the 
cost of re exchange m the event of the bill being d shonoured msertm it a 
referee m ca'^e of need for the drawer s honour 

62 Give an lUustration of a non negotiable Bill of Exchange 

53 Vou have received a foreign bill and presented it to the drawee for 
acceptance which ta refused What would you do with it ? 

51 Show (a) a s gbt draft for £d00on Berlin exchange as per endorse 
ment and (b) state the amoant the drawer would be required to pay the 
rate of exchange being 2041 

55 B Littlewood iL Co of Calcutta and London have sold in Calcutta 

880 pcs of Printed Cottons on behalf of S Stevenson Bros Manchester 
at Bs IS the piece The charges amounted to Bs 191 Draw a draft on 
the London Branch of It LltUcwood A Co at 30 d/s for tbs net proceeds 
(Exchange 1 | 

56 Draw a Bill of Exchange at 3 m/s for £191 18s id as from Messrs 
XiUiog d. Sons London on Messrs S & R Garcia Buenos Aires Date 
the B 11 Oct 19 and stato the due date 

57 Draw a Joint and Several Promissory Note for £280 

58 A friend lands you £25 and m return osle you foe sbIOV Show 
the form it would take 

60 tVhat do the fol owing terms mean — Short Bills Long Bills 
Sight Bills Vouchers Trade Paper? 

60 John Wentworth is the S cretaryol the Excelsior Oil Company 
Ltd and his usual signature IS J Wentworth How should he endorse 
cheques sent to him in the ordinary way of business payable to (a) John 
V entworth (6) James Wentworth <«) Secretary of Excelsior Co ’ 

61 Messrs A B of leverpoo) send a consignment of goods to Messrs 
C D of Bombay and request them to remit the proceeds by a 3 m/h draft 
on London The goods real ze Bs 3960 and Messrs C D remit the 
money on Sth July by a draft oo the Katiooal Bank of India London 
The draft is accepted August 3 It is afterwards endorsed to the Liverpool 
Banking Co or order Draw the F rst of the draft in sterbng show 
the acceptance and endorsement and state due date (Bate of exchange 
1/3}) 

Subjects tob Ijeitees ot PiKaNCiaL Arraiiis 

1 \\rit0 a letter explaining what is meant by deposit a/c and all 
details in connection w th paying moneys mto a hank 

2 Write a letter inforining an agent how rem Stances may be made 
from Berbn to London 

3 Write a letter from a banker to b a customer advising him of the 
receipt for his credit of a lem Stance of £98 18s consisting of (a) cash 
sundries £59 18s and (6) a bill for £40 due in a Week s tune 

a A B has sent a remittance of f 8 10s 6d to a banket for account of 
a customer C D to whom it is desired that advice of ts receipt shall also be 
sent Write a letter acknowledging Its receipt 
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5, A B has sent a lemittance of £50 to hts bankets Write a letter 
acknowleilging its receipt, and poutuig oat that the account is stiU orer 
drawn to the amount ol £33 10s 

6 Give notice of dishonour of an acceptance sent to you for collection 
from abroad and request directions 

7 Write a letter, dated to day, acknowle^ing the receipt of an invoice 
and forwarding a cheque for the amormt, viz £37 14s 6i 

8 Write a circular Letter of Credit with endorsements thereon and a 
Letter of Advice to those to whom it is addressed 

9 (d) Write a letter requesting that a bill be drawn to settle an account 
(6) Reply to (a) refusing to draw a bill and giving reasons 

(c) Reply to (a) agreeing with their request, and enclosing a draft 

10 (a) Write a letter asking that a hill be renewed, say for one month 
(6) Reply to (o) regretting inability to renew 

11 lints a letter advising the drawee that you have drawn on bun for 
tika 1800-~to the order of E. Schmidt @ 3 mos 

12 Write a letter to yont banket remitting several drafts and ask him 
to pass the amounts to your credit 

IS Write a letter to tho drawer of the draft stating that toe some 
reason or other you ate unable to accept the same, and give a reply 

14 (o) A bill has been returned to you marked No iunda ’ W rite a 

letter asking for an explanation 

(b) Replying to (a) regretting the occurrence, and gtvmg the 

reason for its return 

15 Write letters on tho following sub)ecls — 

(a) Bill sent for acceptance 

(5) Bill remitted for discount 

(c) Bill tetutned for non acceptance 

(d) Advice of bill drawn against shipping documents, 

(r) Acknowledging the receipt of a cheque 

{/) Beturning draft dnly accepted 

0) A reply to (/) and stating (hat the bill was drawn in error 
()i) Rncfosing cheque value £l8 on a/c and giving explanation for 
non payment of whole amount due 
(t) Slaking a final application for the settlement of an account 
|l() A reply to (i) asking for a fortnight s grace. 

16 Write a letter m reply to the following — 


B&HK OF BniTiltt, 

LOMBtBD Stheet, 

14 Dec 19—. 


Dsan Sib 

I beg to acknowledge receipt of your letter of the ISth inst , 
enclasing chq £2S for your credit Your account is still overdrawn, the 
balance to your debit at the close of business to day being £37 14s , and I 
shall be obl\yrfihy7nur ^ilarjupjtinfssdjt jk sui rs.i'/fiskf 
1 am dear sir 

Yours faithfully, 

J JOHES 

J CHILDS, Esq 3IaD3ger{75) 
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THE PintCHASE AND SALE OF GOODS 

Inland Trade 

Tjib clije/ documents used lo ordinary inland commercial 
trausacUoas are — 

1 Prices Cuireat or Free Current; 

2 Price Lists and Quotations 

3 Tenders or Estimates , Fmn Offers 

i Orders 

6 Contract Kotes (Bongbt and Sold Notes). 

6 Deln erj Orders 

7 Inroiees 

6 Debit Notes and Credit Notes 

9 Statements 

10 CLegues 

11 Bills of Eicbacge 

12 Beceipts 

1 Prices Current or Pnee Current (P C) is a state 
meat showing the current or market pnee of the goods at the 
time of publication It is issued periodically with a Market 
Eeport, and is published m the dail\ papers and in the various 
trade jouniaJs 

Many merchants forward to their customers at intervals 
prices current, which show the state of the market m the 
particular commodity named As the price is a variable one, 
merchants are not obliged to sell at the prices named 
therein 

2 Price List — IVhereas the Pnees Current only shows 
the market price of goods offered for safe, the Price List shows 
the definite price of such goods 

These lists are issued by manufacturea^, merchants, and 
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retailers to their customers, either through the agency of the 
newspaper's or in the form of a cireular, booklet or brochure 

Example of Price List 

BROWN JOHNSON L CO , 

Hotii 

Varnishes for Decorators House Painters Paperhangets etc 

Fer gallon 
£ a d 

Best Elastic Body Varnish 10 0 

Super or French Oil Varnish 0 18 0 

Superior White IilarWa Vaniisb 10 0 

Pale Elastio Carnage Varnish 0 14 0 

Superior PaJe Copal Varnish 0 14 0 

Best Pale Copal Varnish 0 13 0 

Pale Copal Varnish 0 9 6 

Pale ^aple Varnish 0 10 6 

Superior Pale Amber Varnish 0 12 0 

Pale Floor \atnish 0 7 0 

Eggshell Flatting Varnish 0 12 0 

Superior Hard Church Oak Varnish 0 9 0 

Hard Church Oak Varnish 0 7 6 

Superior Black Japan 0 12 0 

Best Brunswick Black 0 9 6 

Best Pale Qold Size 0 6 6 

Best Japan Oold Size 0 7 6 

Pale Terehine 0 7 6 

Dark Tetebme or Dtguid Dryers 0 & 6 

Best Gilder s Gold Size 0 6 6 

i Best Crystal Paper Varnish 0 10 C 

Best 0 1 Crystal \ ainish 0 10 0 

Best Copal Paper \ar211sb 0 10 C 

Fine Oak Paper Varnish 0 6 0 

Best Pale Oak Varnish for outside 0 10 6 

Pale Oak Varnish for outside 0 8 6 

Fine Oak Varnish for outside 0 6 6 

Best Pale Oak Varnish for inside 0 10 C 

Pale Oak Varnish for inside 0 7 6 

Fine Oak Varnish fer ins da 0 6 0 

Spec al Pale Oak Varnish for Jobbing Work 0 5 0 

Hard Drying Oak Varnish 0 C 0 

(Speciality for Venetian Blmda ) 

White and Brown JJardSpmt Vanusb 0 5 6 

Red and Black Hard Spirit Varn sh 0 6 6 

French Polish (V ellow) 0 6 0 

White Black and Red French Polish 0 7 C 

Patent Rnottiag 0 7 6 
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Ter gallon 

Spirit ^ arnish Stains i £ s d 

Oil ^ arnish Stains I m all 1 , 0 7 6 

^\atec Stains j > 

All our varnishes are fully matured and carefully tried before being 
forwarded 

Special Coach Builders and Ship Builders Lists on application 

A Quotation is a fited pnce at which the seller is agieeJ 
to deliver a certain class of goods to hts customer A quotation 
js usually given bj the manufacturer or wholesale merchant to 
a customer m reply to a particular inquiry. It is thus a 
particulanzed ioxni of Pnce List 

Eiamph vf Quofatm 
BROWN JOHNSON & CO 

taroisb and Japan Sranufscfurciv 
Hull 

Special Quolatton 

» d 

Pale rustic Carnage t aroish 11 0 per gall 

Superior Pafe Amber 12 0 

Pale Floor 7 6 

N B —All ouz Tarnishes are fully matured and carefully tr ed before 
being forwarded 

3 A Tender or Estimate « an offer m writing under 
taking to carry out some specihed work or to supply ceitam 
goods at terms and prices stated id the specification or tender 

When a body requires certain work to be done or certain 
articles to be supplied it usually adverbses for specifications 
These are submitted by the contractors interested in the form 
of tenders which are opened at a specified time, and the one 
best Suited to the reqoirements of the body is accepted Until 
such acceptance of the tender there is no binding contract 

Example of Estimate 
To Hesses Sarru Bobinsov At Co , 

LOVDOt 

In answet to your kind inqni^ re price and conditions of delivery of 
■ Best Pale Oak \aiDish wo ahall ha pleased to supply one thousaud 
gallons of best Pale Oak Vaoush at 8s ed per gallon quabty as previously 
supplied 1C free one galJoa tics dchiery to be takes by the end of June 
19 — in mjnimuin quant ties of one hundred gallons each 
Terms 5 % monthly 

(Signed) Bboivn Johvso*^4Co 
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A Firm Offer la the offermg of one person to ^toother the 
opporfcumty of buying certain goods at a giien price if such offer 
be accepted within a given time Until the time fixed has 
expired or the possible acceptor of the Firm Offer has refused 
the option the owner of the goods is obliged to del ver such 
goods at the prices terms and conditions named It is really 
a gamble against the market 


Example of Firm Offer 

Referr ng to your letter of yesterday I noir offer you until 12 noon on 
Friday next one thousand gallons of Re t Pale Oah ^ arnisb at 6s 6if per 
gallon Terms and cosdit ons of delisety as heretofore “ 

4 An Order is a verbal or wntten instructjon requesting 
that a specified quant ty of goods be supplied at the pnces and 
upon the terms mentioned 

General merchants send out order sheets for the goods 
bought by them These are usually in printed form and con 
tarn the condiCioas which the buyer wishes the seller to fulfil 


Example of Order Form 


Tsisoa^pu c Ancaxss 
VARNISH lOVtMDV 
ISLsraoM No 
6S7i CMtra 


To ilXSSRS Bbowk Jobjison d- Co 
Hull 


Order number to be I "g. I 
quoted n loroico !__1 

Losnov 

a9 August 19 


Please supply the undexmentioiied goods at your earl est conven ence 
and oblige 


\ours fa Ihfully 

Smith Bobissos & Co 

70 gallons Pale Maple Yamisfa at lOs 6ii per gallon 
SO Superior Black Japan at 12s 

20 Be t Elastic Body \sm sh atSOs 
Forward per Great ><oTtbem Ba hray 


A contract of sale of goods is defined by the Sale of Goods 
Act 1893 as a contract whereby the seller transfers or agrees 
to transfer the property in goods to the bujer for a money 
consideration called the pnce 

That there is a money consideration or pnce distingmshes 
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a sale from an exchange or barter A contract of sale 
may be made id wntiDg, either mtb or without seal, or 
by word of mouth, or partly m wnting and partly by word 
of mouth, or it may be implied from the conduct of the 
parties 

With regard to contracts for the sale of any goods of 
the value of £10 or upwards, the Sale of Goods Act provides 
that m order that such a contract may be enforceable by 
action, one of the following conditions must be comphed 
with — 

(fl) The buyer must accept pact of the goods so sold and 
accually receive the same , or 

(i) He must give something in earnest to bind the contract, 
or m part payment , or 

(e) Some note or memorandum in writing of the contract 
must be made and signed by the party to be charged, or bus 
agent on that behalf 

Earnest money means money or other articles given by the 
buyer to the seller, and accepted by the latter, as indicating bis 
agreement to the sale 

Part payment means payment of part of the pnce, 
either in money or anything accepted in part satisfaction 
of the puce 

The contract may be upon a single order form, or it may be 
contained in a series of letters 

An Agent is one who is employed by another (called a 
pnocipal) for the purpose of entering into legal relations with s 
thud party on behalf of the principal 

An Auctioneer is an agent who is authorised to sell goods or 
merchandise by public auction He is pnmarily an agent for 
the seller 

A Factor is an agent employed to sell goods or merchan 
dise consigned or delivered to him by or for his principal for a 
compensation 

A Broker has been defined to be an agent emplojed to 
make bargains and contracts m matters of trade, commerce or 
navigatiOD, between other parties, lor a compensation called 
brokerage 

A factor may be thus distinguished from a broker — 

(a) factor has possession of the goods. A broker has not 
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(i) A factor may Bell id his own Dame A broker may 
not 

(c) A factor is always personally hable on his contracts 
unless he contracts specially as agent 

A broker is never personally liable unless he contracts as 
pnncipal 

An Insurance broker is an agent who negotiates a 
pohcy of insurance, whether house, life, fire, marine, or 
what not 

A Commission agent is a person employed to buy or sell 
goods for a principal on the best possible terms, receiving a com- 
mission by way of remuneration for his services The term 13 
usually applied to persons who buy or sell for a foreign 
principal A commission agent who contracts on behalf of a 
foreign principal 13 usually hable personally 

A Del credere agent is one who acts as agent on a sale, 
on the special terms that, it the third party fails to carry 
out his part of the agreement, the agent will indemnify his 
principal against loss The contract is styled a " del credere 
contract ’ 

6 A Contract Note is issued when one person has bought 
goods of or sold goods to another, and they are issued so that 
the terms and conditions of the purchase or sale may be 
definitely stated and agreed upon 

It is thus a memorandum of a transaction carried out by a 
broker on behalf of bis principal 

Contract notes relating to the sale of goods are exempt from 
stamp duty. 


Example 0/ Bought Note 

Lo’^doh, 

5 July 19—. 

Bodght of 3IESSRS BROWN, JOHNSON «. CO , Hdi-l 

One Thousand gallons of Best Palo Oak Varmsh at 8i 6d per gaUon, 
quality as previously supphed. in free one gaUoo tins, delivery to be taken 
by us by the end of June, 19—, m mnnmuiii quanlilies of One Hundred 
Gallons each 

Terms 5 % Jlcnthiy 

Si^ied, 


Smith, Robinson L Co 



170 


MODERN BUSINESS BOUTINC 


Example of Sold J^ole 

IT ext, 

5 July 19— 

Sold to MESSRS SMITH BOBINSON i CO Lo-^don 
One Thousand gallons ol Best Pale Oak Varnish at 6» ^ gallon 
quality as preTiously supplied in free one gallon tins deliVstJ ti® taken 
by them by the end ol June 19 — in mtnunuiii quantities One Hundred 
Gallons each 

Terms S % Jlonthly 

Signed 

BSOW"? ROBP.SOS & Co 

6 A Delivery Order (D 0) is a document m writing 
usinllj on a printed form given by the owner of goods lodged 
in a warehouse dock or wharf instructing the st>perrntendent 
of the docks to deliver goods to the person namei^ thereon, or 
to his order or to bearer A delivery order is tbu* negotiable 
and if drawn to older is transferable bj eudorsem^ot it must 
bear a penn^ stamp 

Exirmpte of Dein try Order 
bo 8 

LOMr>0'7 ^ 0 1!V- 

To IFB SUPERINTENDENT — 


PJ«i«e deliver to 

the undennentioned G<>od> entered bv 

on i n the Ship. 

Captain from . 

Marks I bo [ ^ ' 


Warehouse Warrants and Dock Warrants 

(D W ) are rece pts for goods lodged in one of the recognized 
bonded or other warebonse* Or in warehouse at the docks 
showing chieflv the date of entry the number of the lot the 
rotation number the warehon«e where they are stored the 
name of the person to whom they are to be dehvered and the 
date rent commences 

xEach receipt requires a 3d stimp "When onlj on® warrant 
has\^n issued for a whole parcel of goods such is known as a 
PnolilWarrant. Liieadehrejjorder, a warrant is transferable 
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7 An Invoice is a detailed statement of goods purchased, 
and 13 given or sent by the seller to the buyer at the time the 
goods are delivered 

In addition to the printed heading, the following particulars 
should be given — 

The date of despatch 
The name of the buyer 
The terms 

The quahty — by description or number 

The quantitj— length, weight, namber, volume, etc. 

The price 

The charges for packmg if any 

The total amount 

Whether carnage paid or fornard 

How forwarded — by rad, canal, etc 

The distinguishing marks on bales, cases, etc 

A Pro forma mvoice is one made out for form s sake 

It IS made out usuall) — 

(a) In Older to find out what the prices and charges may be 

(b) ^ben the bu)er is unknown to the seller, and no 
reference hanng been given, it is necessary for payment to be 
made before delivery of goods 

(c) When the seller does not wish, (or some reason or other, 
to open a credit account with the buyer, the latter wiU be 
obliged to forward a cheque for the pi o forma inroice total 

(d) For the use of the Customs authorities when goods are 
being consigned abroad 


Weighing Terms 

The gross weight of a dehveryof goods is the weight of 
the goods and, m addition the weight of the cases, vessels, 
sacks, chests etc , m which the goods aro packed 

The tare weight is the weight of the cases, etc , m which 
the goods are packed 

The net weight is the gross weight, less the tare weight 
Tret IS an old customary allowance of 4 lbs on every 
104 lbs on certain goods, as a compensation to the bujer for 
loss sustamed m course of tranat 

Draft or Waste is an allowaoee made on the gross weight 
of goods.an consideration of their being damp or mixed with 
dust, sani^i or other foreign matter 
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Suttleweight is a tena (rarely nse3) applied to weight 
when tare has been dedneted, but the tret has yet to be allowed 
Ullage IS an allowance for deficiency in quantity, due to 
evaporation, leakage etc. It is used chiefly in the wine trade 


Payment Terms. 

Loco price IS the pried quoted at the place where the goods 
he, and does not include any charges for transit 

At Station means that the price includes the cost of the 
goods plus the cartage from the warehouse of the seller to the 
station 

On rail includes the cost of the goods, the cartage plus 
the loading charges into the trucks of the railway company 
FAS — free alongside ship— means thifc the price of the 
goods covers all charges necessary to placing the goods in the 
lighters alongside the ship 

FOB — free on board — is the PAS price plus the cost of 
placing the goods on hoard ship 

C & F — cost and freight, FOB charges plus freightage 
Freight is a steamer s chaise for carrying the goods 

GIF — cost, insurance and freight— signifies that the price 
of the goods covers their cost and all charges made to the port 
of destination 

Franco, Rendu, or Free usually includes the 0 1 F price 
plus foreign import duty and cairiage from the docks to the 
buyer s premises 

In bond refers to imported goods liable to excise or customs 
duties, and which are deposited m a bonded warehouse until 
the duty has been paid This duty is paid by the bujer 

Duty paid signifies that the price includes the duty which 
has been paid by the seller 


Delivery Terms 

A Prompt delivery means an immediate delivery 

A Prompt sale is the selhng of goods for delivery and 
payment on a stated day 

To arrive means the dehvery of goods as soon as the ship 
upon which the goods are or shall be shipped arrives at the 
docks 
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Forward delivery means the dehvery of the goods at some 
future date 

Spot denotes the place where the goods are at the time the 
sale IS effected, and means a prompt delivery 

Ex warehouse signifies that the bujer must provide con- 
lejance from the warehouse 

Ex quay means that the purchaser must take delivery of 
the goods when landed at the quay 

Ex ship means that the purchaser must deliver the goods 
from the ship s side 

Shipment and Sailings means that the goods must be 
placed on board the ship during the period named, eg '‘6th 
March shipment means that the goods must be put on board, 
and that the vessel must sail not later than 6th March 


Payment Terms. 

Cash on delivery (COD) means that payment must be 
made at the time the goods are banded over by the carrier 

Prompt cash means payment within a day or two (after 
delivery of the goods) without discount 

Net cash or Ready cash means pajment within 10 days 
without discount 

2 \ per cent, for cash denotes that 2^ per cent will be 
deducted from the invoice amount if payment is made witbm 
7 or 14 days in accordance with the terms quoted 

2 \ per cent one month means that a discount of 2^ per 
cent , or 6rf in the £1, will be allowed on the cost of the goods 
it payment is made within one month from the date of delivery 

Three months net means that payment must be made 
witnin three months from date of delivery, and that no discount 
will be allovved 

Payment by one month’s draft denotes the payment of 
the invoice amount by means of a Bill of Exchange (B/E) at 
one month from date 

Prompt cash less four months means payment of goods 
delivered within a few days, less four months interest at, say , 
4 per cent per annum 

Cash agrainst documents means that the invoice amount 
IS to be paid when the shipping documents (B/L and Insurance 
Pohey) havdi^beeD presented 
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Documents against acceptance (D/A) means that the 
shipping documents are not to be handed over to the buyer 
until he has accepted the B/E drawn against the value o! 
the goods 

Documents against payment (D/P) denotes that the 
bu 3 er must pay the amonnt of the draft (B/E) drawn against 
the goods before the shipping documents relating to the goods 
are handed to him 


Discount. 

Discount 13 an allowance made upon the payment of a sum 
of money under certam conditions If goods are bought of the 
value of £30, and the invoice states " 5 per cent in 30 days,’ 
the buyer, if he pays the invoice amount within 30 days from 
the date of the delivery of the goods, need only pay the seller 
the sum of £28 10$ , thereby being allowed £1 10$. foi 
discount 

There are two forms of commercial discount — 

(а) Cash discount is an allowance made on the prompt 
payment of a debt, or payment before the bill is due, or within 
a speoihed period, as illustrated above 

(б) Trade discount is an allowance made by wholesale 
merchants and maanfacturers to retail dealers It vanes, 
according to the custom of tbe trade, from 2^ per cent upwards, 
and 18 irrespective of time When the market price of copper 
15, say, £75 per ton, the wholesalo merchant or manufacturer 
allows his retail dealers 15 pet cent trade discount If the 
market pnee of copper drops, say, to £70 per ton, instead of 
altering his catalogue pneo of each copper article, he simply 
allows his retailers more cash discount, thereby saving himself 
much labour Trade discount is always deducted from the 
pnee of goods as shown on the invoice, so that only the net 
amount is posted to the ledger. 
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Examples of Invoices 
Example 1 

Please address all comntanicatioas to the firm 

TtieOKSMS 

EVDURABLE HI tL. 


Bowbt op nZSSTtS DROTVN /OffVSOV 4 00 , 
%arnub and Japan Maoufacturars 

EVLL 

13 Julj 

To 21ESSSI SaiiTii RoBi\sof & Ca. 

London 

Terms 6 ^ Monthly 


Folio No I 1000 galioas Best Pale Oak raroish l8/B^£iS5 ^ — 1 
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Example 2 

TSLEORAPHIO AdPRE’S TELEPKOXE XOS 

8SIAR1 lOXDOS 374 »nd3DCI3 

iRiSE ilARK S & S 

Masket Strsbt Livest-ool 

7 Jaimartj 19— 

To Tse \\0Qi.mca Gas Co 


Bqoqhi! op smith & SMART LTD, 
Llanufactureia of Tubes and Fittings 
Terms 5 % one month 




1 

£ 

L 

In 

1 ^ 

1- 


1 

1 

20 Lengths gas tube — 400 in 

id 

6 

1 13 





40 —550 in 

1 4td 

10 

1 6 

1 3 


1 


i 

12 , —‘>00 in 

4}d 

3 

10 

10 

1 

1 




1 

20 

JO 

' s 

( 




^ Trade d goount 2a per cent 


6 

2 

7 1 

15 


10 


40 Lena screws steam 

Trade discuunt 83} pet cent 

Is 


1 0 1 

0 1 




0 

1 IS ' 

— 

,1 1 


S 


Cash discount 5 per cent 





1 16 . 

14 

6 








16 

9 







1 16 ' 

17 

9 


Reeei^d b7cli<7 £l9l7s 
I B SUART I 
Per p\ro Sirira & Sua kr Ltd , 

I 20 Jan 19— [ 

ExampU 8 

Dewsbokt 

17 April 19— 


Messrs T Bajiser A Co Bradtobo 


Bought of BROAVN A CO 
Woo) Merchants 



E & O E 

(i e Errors and emissions excepted ) 
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OmissiODS or errors in the mating out of an invoice may be 
remedied, either by a new corrected ini oico being sent, or as is 
more usual, the use of a Debit or Credit note In the latter 
ease there is no need of an alterstioa m the Da} Book 

A Debit Note {D N) is a statement in the form of an 
invoice sent by the seller to bis customer the debtor, showing the 
particulars with which the debtor is being debited 


Example of Debit Note 

LoNDoa E 0 , 

7 October, 19 — 


Messbs Jorss S. Co, 

BmiLStalSAll 


Db to JAMES ARNOLD L CO LTD 


To UBdorcb&rsiogot goods as per in roroo dated 
October 1 19— 

To uodercastiog of loeotce dsted October 1, 



A Credit Note is a statement m the form of an invoice sent 
by the seller to bis customer the debtor, showing the particulars 
with which the debtor is being aeitted 


MnasBs 




Example of Credit A ofe 

LovnoH E C , 

17 October, 19~. 

^8 A Co 
Bibmibcuah 


Cs i-? V® JAS ARNOLD A CO LTD 



£ 

Bt abatement re Idtoic# of October 14 19 — 1 

1 » 1 


By retUTQ of goods iDvoiced October 14 19 — I 3 | 

7 1 - 


Bj oyercharging of Tavotco of date October I I 

14 19— [ — ‘ 

' 10 [ - 


1 £5 1 



A Statement is an account of goods owmg, and is issued 
to the debtor at regular penods — usually the first day of each 
month or 'Quarter — giving dates and amounts only of each 
delivery of ^oods since the last balancing together, with any 
charges therfi^on 
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ETample of SlttlemenL 

Telegrams 

‘ EVDliKAULE KUtL. 

lELEPHQNB 

3J7I 

To Messrs Switb, Robikso^ & Co, 

Lo’SPO'f. 

Dn TO MESSRS BROWN JOHNSON 4 CO , 

VRrsish and Japan Manufacturers 

3i.July 10- 

Terms S % Monthly 

Bankers jjaneashire and 'korkshm Banking Co , Ltd 



Such a fotm as the above reminds the firm of the pay day 
and also verifies the account betvreen a creditor and debtoi 
"When a statement is paid, it is usual to enclose with the 
cheque a printed form (as follows) which prevents a letter 
being written and sent with each payment 


Etample 

19— 

ilESSRS 

DEiE Sins 

Herewith we heg Iq band you cheque value £ in settlement 
of your account to as per etatement enclosed Kindly 

acknowledge receipt, and oblige 
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TRANSACTION NO 2 
“Varnish 

Sellers — 

V B Nisa A Co Ltd 
\ arnish and Japaa tilaDUfacturcrs, 
London 

Brnjcra — 

E A J Woodward Bros , 

liEICESTBa. 


I Letter Making Offer 

Plea&e address all commamcatioos Co (Ii« firm 


TiLXPnoHia SDS 

_ 

V R MSB * CO LIMITED 
Vacnisb Japao aod Poaniel MaDofacturers 

Lonoov 

21 July 19- 

SXebsss C d. J iIooDWaito Bros 

LeicESTca. 

D£4b Sirs 

\Va be£ to refer to Uia call of ourreprasezstatjva Mr Joses asd 
DOW have mucb pUaaure o sending you a sample of our 
Pl^E Pale Oa* Varnish 

for wbicb our price u &> per galtoo id one gallon tisa tins free less 
6 % quarterly 

M e ’hall esteem it a faeout i( you will Liodly test this sample and we 
feel sure that you w II be tborougbly pleased with the quality 

Roping to he favoured with your esteemed orders for this 1 ne and 
assut Oe yoo of our best attention to your commauds at all times 
Tours faithfully 

p pro V It l»iSB & Co Ltd 
C CHAai.£S 

(Mauager) 

2 Letter Ordenng Goods 

OaUES^Q S30S 

LfiicEstrn 

23 July 10— 

Messrs \ B Nisb A- Co Ltd 

London 

l^EAR Sirs 

I We beg to acinowledge with thanks the reee pt cl a sample of 
\ PiNB P at.b Oar Vahniss 

WeXviU test it and let you kiuiw our op a ou of it m due course 
Flca^ forirard us (he under noted goods and obi ge 

\ Yours truly 

E WaoDWiSO 

10 gallons Blue Enamel 
5 Red 

Per Midland Railway 
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3 Reply Enclosing: Invoke 

Plea’is address itU commiiojcations to the firm 


PREMreR Code & Tkivais 
Codes lsed 


Teleobams 
EL.451IC COVDON 

TELEPnoNE 39S 


40Q 


V R NISH &. CO LTD 
Vacuish Japan and Enamel Manufacturers 
LOSEOV 

24 Jify 19— 

MesSBS E <l J WCiOBWiHD Bbos 

Lsicesteb 

Deab Sirs 

We beg to thank yon tor yoor esteemed order No 2303 of the 
23rd mst for 10 gallons Bine Enamel and 6 gallons Bed Enamel 

The same has had onr best attentoo and the goods have been 
despatched to day pec hi dland Railway as pet lasoice inclosed 

Trust Dg the goods will ainve in good condit on and bop ng to he 
favoured with your further orders 

Yours fsjtb/uJly 

C CHiBLEa 
(ilanagei) 


4 Invoice 

Please address all commnnjcations to the firm 


Pssttm CODS i. PftIVAIS 
COOSS bSES 


rctESBAJIB 
EIASIIC LOVDON 
iKLSPB0-<B S&8 


V R NRH & CO LTD 
Varnish Japan and Enamel Manufacturers 


Lobdoh 


Messrs B & J Woodwab® Beds 


24 Jutj 19— 


Terms 6 % monthly 


liSrCESTES 


Polio No 

10 Gallons Bine Enamel 

6 Red 

^ 2 Drums (7/6 4/ ) 

1 11/6 

1 IV 1 

* 

1 5 

1 i. 

15 1 
10 

11 ■ 

1 t 

\ s 



1 1 

I £9 

16 

1 6 



1 

1 

1 

I 1 

1 , 

1 



182 


MODERN BUSINESS ROUTINE 


5 Credit Note 


Msssns E i J \\ ooi>T*Ani> B&os 

IlBICESTEn 


91<C 

Losdoh 

30 Jiilj 19— 


CPEDIT ftOTC 

Faou V r. NISH 4. CO LTD , 

\aniisb and Japan SlanuCactuters 

LO’iDO't 



t Gallon Tin 

i 


' £ 


• 

1 

1 

S Oal ona 

S Utum Ox Taper 



i 

_ 

1 

10 

12 

1 OalLos Stone Ja; 

\ 



7 

0 


1 

2 Gallons 

1 Pint Glass Bottles 

I Quart 

Casks 

Cases 

Kegs 







f.\ i 

11 

c 


B —Empties must be returned Carnage Pa d in good coodit on 
No returns cted ted before received 




THE PUBCHASB AHD SALE OP GOODS 183 


6. Statement. 


Fo 

ilESSBS E & J WOOIiWASI> BBOS , 

r.Emg gi Eg 


LOBDOX, 

31 Julif. 19— 


Dr TO V R NISH & CO DTD 



7 . Letter Enclosing Cheque. 

Leicester 

3 August 19 — 

1IESSR3 V B Nish & Co , Ltd , 

IjONDOB 

Dear Sirs, 

Eoclosed ws beg to tiand yon ebeqae £3 15s 9d , la settlezBent ol 
ouraccpunt to tbe end of last mcoitb, as per stalemest enclosed 
Acknowledgment o£ receipt in due course wiU oblige 
Witb reference to the ssunple ot Fire Pac.e Oak Variish wbicb you 
sent us on the 21st nit we beg to state that after a careful test we 
have found it answeis our purpose very well indeed and shall be glad 
if you will forward us 25 gallons in five 6 gallon drums 
Yours faithfully 

C & J ANoodward Bros 
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TRANSACTION NO 3 


Sellers — 


Li/i/ers — 


“Artificial Stone 
SIess&s F Smith A, Co , 

^Al.TII4iI AbBCI 

Essex 

Messrs J Findlax A Sons, 
24 High Street 

Londo'i 


X Asking for Quotation 

Si UioB Street 

LoNCOH 
7 January IS— 

To Messrs 7 Smjtb t Co 

\\sltbacn Abbey, 

£$sex 

Dejh Sirs 

lU you please quote youc lowest poca for the following Artificial 
Stone del sercd to our job 

No 8—9 X 7 Moulded Solid Steps wt(b one circular end 
No 10 18 x6 Moulded SpandjtlStepa with bolesl^ X is each 
No 2 — 6 Moulded Landings A O' x 5 0 finisbed la i all round 
No i — 9 X 6 Moolded Landiog Steps ootcbed for landing 
All steps to be S 0 long 

Yours faithfully 

p p 3 Ft-vDisr 4 Sovg 
WPS 


2 Reply 

1 Enclo 8 Sto Street 

t\ALTHAi[ Asset 

8 January 19— 

To JIessss J Finput A So%s 
24 High Street 
London 

X>sxs SiBS 

Enclosed please find our est mate for steps and landings wh ch 
we hope will enable you to place the order w tb us Should you do so it 
shall have ou. very best attent on 

\onrs fa thfuUy 

p p F Smith & Co , 

E P H 
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3 Esttmate 
P SMITH & CO 
Artificial Stone Mannfactarers 
WiLtiusi Abbet Essex 

Tc Messrs J TjUBtAT & SoNa 

24 HiGB Street 

Londox 

Terms '’ij' in 1 month Irom date of inToicc 


8 JaKuarj 19~ 


To ma^e and deliver yon to unload get in i 
ho st and fii the following — I 

S 9 x7 MonldedSobd Steps with one circular I 

end 5 O' long at 5/ 

10 IS X 6 Sloulded apandnl Step with two i 

holes cut for balusters 5 O long at I 8/ 

3 6 Land ngs 6 O' x fi 0 moulded and I 

finished fait all round at 1 40/ 

4 S' X 6 hloulded Landing steps with end 

notched for Landing 6 O at ^ 10/ 

Tune of DelivetT— -three weebs from date 

4 Acceptance of Estimate 

UiQB Street 

LOSBOW 
D January 10— 

To Messrs P Surm & Co 
2 Sc^ Street 

ItalTBaU Abbct 

Brab Sirs 

Tour letter and e t male of the 9th inst to hand this morning 
It e have pleasure in accepting same subject to jutir guarantee of del verp 
in three weeks fiotn date All goods to be subjected to architect b approval 
\oars faithfoUj 

p p 3 ri>DLAr <t Sons 

Vf F S 

5 Appreciating Order 

2 Scv Street 

Uanmair Abbet 

10 January 19 — 

To Messrs J FisDLit A Sons 

ZXINDON 

XlEaR Sirs 

Vi e thank you lor your order of the 9th inst e are willing to 
agree to your terms vjx deliveiy in three weeks from 8th January 
We are 

iouTs fa thfuUy 

p p F Surra 4 Co 
E P H. 


£ s D 

2 0 0 

4 0 0 

4 10 0 

1 ] S * 0 0 
£12 0 0 
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6 Invoice 


llassBS J 


riNDtJT & So'IS 

llias Stbset 


Sd”! Street 

WitTHiW Abbet 

28 January 19 


tdi *0 F SMITH 4. CO 

Terms 2J % cs,sh id one moDtb from data <i( lovoice 


^o 8 1 

9x7 Moulded Solid Steps at 

1 

£ 

) 2 

0 

0 

10 [ 

12 X G Spandnl Steps at 


1 ^ 

U 1 

0 

2 1 

G Landiogs 5 O' X 5 0 at | 

in 

1 1 

0 

0 


9X6 „ Land ng Steps at 

'10/ 

I ^1 

0 1 

0 




£12 . 

0 1 

_0_ 


7 Letter with Cheque Enclosed 
IIisB Street 
I/OTOOf 

25 Tebruary 19— 

To F Sj/!TS 4 Co 
2 SviB Street 

TSamiaaAbbe7 

Ilsan Sirs 

Eaelate^ gUast fiod cheque rslue £11 14j Od m setUezBest cl 

account 

Please ochsoivledge receipt lo doe course 

lours faithfuUj 

Pcrpro J PlVDLiY 4 Sots 
WPS 


8 Acknowledging Receipt of Cheque 

tlebTCAU Abbet 
Essex 

2&Fcbrta}j 39—. 

Messrs J Fitni.iY i Sots 
H gh Street 
London 
£>E4K Sin 

We have the pleasure to acknowledge receipt of your favour of 
the 25tli lust eoclosiog cheque value £11 lit Oi wh ch has been duly 
placed to jour credit 

With thanks and EoltcitlDg jour further commands 
Weare 

kours faithfully 

P Smith & Co 
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Abbheviations used is Consectiov with tub 
Home Tbadb 

A1 — Pirst class (of sbips) 

A/S — Account Sales 

C / — Case G /s — Oases 

c f — Cost and freight 

c 1 f — Cost insurance and freight 

c f 0 — Coast for orders 

0 H — Custom House 

Deb — Debenture 

D/0 — Delivery Order 

D/N — Debit Note 

D/TV— Dock Waitant 

D W — Dead Weight 

E E — Errors Excepted 

E & 0 E — Errors and Omissions Excepted 

E a q —Pair average quaUtj 

E g — Eully good (Cotton ) 

E 0 r — Etee on rail 

FO — Eirm Offeror Eirm Order 

Ert —Freight 

G m b — Good marketable biand 
Gr w t —Gross weight 
H M 0 — His Majesty s Customs 
Insc — Insurance 
M M A — Merchandise Maiks Act 
M I P — Marine Insurai ce Policy 
M/u — Making up (price) 

P/0 — Prices Current 
Pcs — Pieces (of cloth) 

R C H — Railway Cleaimg House 
E I — Re insurance 

S G SaUiCi$ Gratta (for the ealte of safety) = Insured 
T L 0 — Total loss only (Insurance ) 

U/wrs — Underwnters 

Wb — Waybill or Watei ballast 
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ExKtCISES 

1 What do the folio vtng abbrenat ODS s gniij'’ — do etc ce meroo 
advert pels mv a/c 

2 Draw up an lavo cc for — 16 gross of pencils (3 P®' gross 

5J doz rulers @ Is 2d per doz 11 gross @ lid per gross 70 bottles 
of gum @ 7s Cd per doz carnage It 5d discount 2^ % 

3 Explain the follow ng abbreviations —quae bonl fide vide contra 

4 hlske out an invoice lor — 4J doz half hose @ 16s lid 6/12 doz 
football jerseys @ 23s 8 doz ties @ 6s 6d 8/12 doz caps @ 11s 
discount 2J % 

5 Calculate the following discounts — 12J % on £55 &s 5d 1 % on 
£9 0 5s 3 % on £24 193 IJ % on £7 10s 

6 What IS meant by rendering an account to a customer f 

7 'hou are given a number ol letters some witb enclosures to place m 
envelopes address and post What plan would you adopt to avoid any 
mistakes? 

6 (<>} Type an extended nvoice covenug the following details ^ 
Bujert Carter Page & Co Green Lanes Hornsey 
Selleri liana & Colbome Broad Street Bitmuigbauj 
Bale IS llarcb 19— 

8 No 96 15-galls Swing Water Barrows at 25s 2 Ko 97 80 galla 

Garden Engines at 102s 6d C No 89 U Hose Beels at 11s 
12 No 14 Size 8 Scraper Mats at 6s 9d 6 No 198 'nood Top 
Tables 48 X 24 at 25s Cd 36 No 408 Lounge Chairs at 10s 
18 No 178 S ze 3 Pmsbuiy Lounge Seats with footrests at 
48a 9d Per L & N W It Carr pd 

(6) The buyers discover an error in the addition of the mvoice referred 
to m the preceding question Write a letter to the sellers calling 
thoic attention to the matter 

(c) Wr te a suitable reply to tbo foregoing letter on behalf of sellers 

9 hat are a Price list Price current Pro forma invo ce and a Firm 
offer? 

10 Explain the mean ng of the following abbreviations — B/E 
G M Q 0/S P/N A/C 0/B C/B COD D/O B/L and L S 

11 Explain the nature and purpose of the following commercial 
documents — Account Invo ce Contract note Debit note and Credit 

12 Distinguish between Trade D scount and Cash D scount 
and explain what is meant when an invoice is marked 5 % 1 mo prompt 

13 Rule and wr te out an Invo ce for the follow ng goods filling in 
whatever other particulars yon please to g ve your draught the appearance 
of acti^ality — 

\ 102 as 100 yds Light Xktni^ Tweed at 2s 9d per yard 
\ 99 as 89 yds Black Vienna at 23 per yard 
\ 43 as 42 yds Blue Serge at Iz lOd per yard 

Then tiile and malse out aBtatement ol account lor i'ne goois aeuuiA. 

7J % and^ce pt the account 
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U What do you uudersland by the following expressions — Gross 
Net, Tare, Draft ’ 

15 Calculate IJ % on £19 10* 7d 7} % on £143 10* 94 , 6 % on 
£43 7* 44 , and interest on £31 12* 64 for 3 mo at 3 % p a 

16 Bole a form ol iHTOiee (putting in whatever paitictdars jou please 
to give It actuality), and enter the followmg — 

3 Pcs Sheeting 52 No 401/62,1/80 1/97 = 239 jdg at 6Jd 
6 „ „ 69 „ 2/64 2/66 2/68 = 396 „ at OJd 

5 „ „ 70 „ 3/70,2/e9J =349 „ at9|d 

Deduct SJ % discount 

17 (a) Draw up a senes of short lette» embodying the following trans 
actions including the documents mentioned, except price list (i ) Letter 
asking for price list and samples of goods, (ii) reply enclosing same, 
(m ) letter enclosing order from price list, (i7) letter announcing despatch 
of goods and enclosing invoice (v ) tetter enclosing cheijua crossed specially 
for goods rooeired 

(b) hlake a prbcis ol the correspoodeDce id 'a 

rrom the following notes, draw up a senes of letters Addresses need 
not he inserted alter the first two letters — 

18 (a) From W Jones & Co Ironmongers, Birmingham to G Smith, 

Nottingham, enclosing Price lost and soliciting orders 

(b) From Smith to Jones, acknowledging Price List and ordering 
doz Garden Shovels at 18* , ^ doz Rakes at ICs 6d 2 
Lawu Jlowers atlOs JId 

(e) From Jones to Smith, notifying despatch of goods, and enclosing 
invoice {which include) 

(d) From Smith to Jones.acbnowledgipg receipt of good* expressing 

satisfaction, and enclosing cheque (which include) 

(e) From Jones to Smith enclosing receipt and requesting further 

orders 

Hake a pnfcis of the eotrespondence in Question 18 

19 The following is a specimen page of a receipt book Copy it and 
fill it in for an amount of £2 12* 6d 

No No Date 

Date Received of 

Name 

the snm of 

Amount £ 

Signed £ Signed 

20 What is meant by “confirming' atelegram? 

21 Hake an invoice for the following —35 yards as 24 Dark Tweed, 

at 2s 7d , 20 yards as 13, Fme Cheviot at 2s 94 53 yards as 52 Blue 

Serge, at 2s 14 , 27 yards as 26, Overcoating, at 4s 54 Discount, 
35 per cent 

22 Draw up a specimen page ol a Peity Cash £coh, and make the 

following entries — 1 Hay, postage stamps, 2* 9d , parcel to Dublin, 
Is Sd , wrappers, 7^4 3 Hay, cab faw, 1* , receipt book, 94 4 Hay, 



190 


MODERN BUSINESS ROUTINE 


23 What is’— 

(a) Parcels Rcce pt Book 
(Ij) Debit Note 

(c) Credit Note 

(d) Advice Isote 
{«) Delivery Book 

Draw up a specimen page of each 

24 Show by means of short letters the follow ng oorrespondence — 

(а) Better from RobertsoD Glasgow to South Bros London rei^uest ng 

payment of account of £50 long overdue 

(б) Letter from Smith to Robertson apologia ng for delay and enclosing 

cbequQ for SM drawn on the Commerc al Banking Co 

(c) Letter from Bank of Scotland to Bobectson Glasgow stat ng that 

the cheque far£50 has been returned to them dishonoured marked 
R/D Dishonoured cheque enclosed 

(d) Letter from Robertson to Smith stating this fact and asking for 

explanation 

{«) Letter froio Smith to Robertson regrett ng the me dent and 
requesting that cheqoe be again presented when jt w 11 be 
duly met 

as What do you understand by a Tender or Estimate 7 Give 
fto example 

26 Show by a set es ol ahort letters the follow ng coiteepoadenee 
Inoert names and addresses — 

(a) A to B requesting terms for adTerli>ing in B a paper 

(b) B to A g ring prices 

(c) A to B tak ng space and enclosing short advert sement and cheque 

(d) B to t aeknowUdg ng and promising proof 

27 hfaka as index of the above letters and write a prini of the 
oorreepcndeace 

23 Draw up a setiee of well wt tten business letters show ng the 
following cotreapondence — 

(Aamea and addrts$es ntrd not be included afier fhe firit tico leffers but 
dales should be tnsetled) 

(a) From Jackson i, Co Fnmishers Ijeice>ter to Carter & Sona 

\otk asking the Utter firm whether they would act as agents for 
Jackson s Patent biiding Bookshelves 

(b) From Carter to Jackson stating wilhngaess to act as agents if terms 

are suitable Terms asked for 

(c) From Jackson to Carter Terms 20 per cent off list prices and 

carr ago paid on all goods AccounU quarterly 

(d) From Carter to Jackson accept ng hut must be only agents for ten 

(e) Prom Jackson to Carter agreeing proper agreement to follow lo 
29 Make a /verts of the above correspondence. 
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THE LONDON STOCK EXCHANGE AND 
ITS PRACTICE. 

Thg London Stock Exchange, situated m Capel Court, near 
the Bank ot England, 'was founded towards the end of the 17th 
century 

Committees — It is a private institution, and its manage* 
ment is vested in (1) An executive body of nine members, •who 
have the entire control of the income and expenditure, the 
po'wet of fixing the entrance fee and the annual subscription 
to be paid by the members of tbe Exchange 

(2) A Committee of thirty members — '‘Committee of 
General Purposes ” — elected aunually by ballot from the mem 
bers of tbe Exchange This Committee manages tbe business 
side of the Exchange 

Brokers and Jobbers. — The members consist of Brokets 
and Jobbers All dealings betiveen tbe jobbers and the public 
are done through the brokers, who charge a commission for 
their services 

A jobber js one who buys and sells the security at a price 
fixed by a ring of jobbers deahng m the particular stock, called 
the market pnce 

Markets — The Stock Exchange is divided into Markets, ey 
The Consol Market, tbe Amencan Market, the Mining Market, 
etc , and most jobbers confine their deahngs to one market 

\ broker wishing to buy or s^ stock on behalf of a client, 
goes to that part of the floor of the “ House where such 
stocks are dealt in. 

Opening' an Account — Before opening an account with 
a new client, a stockbroker would require assurances to be 
given respecting bis credit or financial standing These being 
satisfactory, tbe client should give his instructions to tbe broker 
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in wnting, clcarlj expressed, eo that the broier may understand 
exactly what is wanted 

Let us suppose the client wrote his order thus 

■ Please buy for me J Great Western ' 

Orders for stocks are nsually abbreviated, each £1000 
nominal value being counted as one 

Thus J Great Western means i£500 G W Riy Stock 
5 „ „ £5000 

10 „ „ £10,000 „ 

and so on Our client requires his broker to buy for him £500 
Great Western Railway Stock The broker would proceed to 
the “ Home Railway Market part of the House, and having 
found a jobber who deals in such shares, would ask him the 
price of Westerns The jobber, not knowing whether the 
broker was a buyer or seller of the stock, quotes him two prices, 
thus, 115; — 116; This means that the jobber is prepared to 
buy £100 Westerns at 115^ or sell the same sommal amount 
for 116^ The difference between tbe two prices is called 
the ‘ turn of the market or the “ jobber s turn 

The broker gives an order for J Westerns at 115® — 116J 
and tbe jobber s “ turn or profit on this transaction would be 
£2 lOs OJ as he is able to buy £500 Westerns of one broker 
for £576 15s Oif and sell them to another for £531 5s Of 
When once a jobber has made a price for a stock or share and 
had such price immediately accepted he is obliged by the rules 
of the Stock Exchange to accept any bargain up to £1000 
stock if the quantity of stock bad not been previously stated 
Commissions — The broker, for hie remuneration, charges 
a commission on the nominal or face value of the stock although 
sometimes it is charged on tbe market pnce 

There is a scale of commissions fixed by the London 
Stock Exchange , and unless a special arrangement has been 
made, the following are the nsoal commission charges made 
by brokers for completing the purchase and sale of any security 

Officiai, Scale op Commissio'^s 
British and Indian Government Securities j 

Foreign Government Bonds . ' 
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I per cent on Stock. 


,, Money 
„ Money 


Foreign Eailway and other Bonds to bearer \ 

Colonial Government Securities | 

County, Corporation and Provincial Secmi 1 
ties (Bntish.Indian, Colonial or Foreign) ' 

Bankof Englandand Bank of Ireland Stock 
Eegistered Stocks (other than Bailway ) 

Ordinary and Deferred Ord nary Stocks) j 
British, Colonial, and Foreign Railway Ordinary and Deferred 
Stocks — 

From to 1 % on stock, varying as the amount is over 
^10 and Over ^200 

Shaees Tbaksferable bv Deed — From IW to 2/6 per 
share, varying as the value of the share is over 5/ to £25 

Over £23 a % on Money 

All other Shares passing by Delivery — From to 

1/8 per share, varying as the value of the share is over 5/- to 
£25 

Over £25 l%o^ Money 


Shares OF $50 on $100 Denomination (American Market) — 

Price $26 or under Os 6<i per Share 

Over $25 to $50 0 9 „ 

„ $50 to $100 10 

„ $100 to $150 16 „ 

, $160 20 

With 6d rise for every $50 or portion thereof m pnco. 

The following are al disoHion — 

(1) Short dated Secnnties (five j'ears or less) 

(2) Floaters of £20,000 stock or more 

(3) Shares, whether liansferahle by Deed, or passing by 

delivery, price 5/- or under 

(4) Bntish, Colonial and Foreign Railway Oidmary and 

Deferred Stocks pnce £10 or under 

Contract Note — The Contract Kote for the purchase or 
sale of any security should be stamped with the ad lahrem 
duty — under £100, Irf , £100 or over, 1/-, if carrying over 
contracts, double these amounts The name of the security 
bought (or sold) should be sbown on the note as wefl as the 
amount, price, commission, cost of stamp duty and transfer 
fees and the name of the jobber with whom the bargain has 
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been transacted One of the broker s duties in connection with 
any transaction is to produce such a Contract note 


Methods of Dealing on the Stock Exchange 

The ordinary methods of dealing on the Stock Exchange 
are either ‘ for money meaning that the transactions are 
settled at the time they are made or for the account meaning 
that the transactions will be taken up and paid for or 
‘ differenced on the next Settbng Daj following the date 
when the transaction was made 

The latter termed time bargains are generally made by 
speculators who are unable or unwilbog to pay tot the securities 
they contract to buy or who do not possess the securities they 
agree to sell These speculatoro may be classed as Bulls and 
Bears 

Bull —A Bidf buy% for a rue lu the puce of the security 
For example a ii/tl tor som& reason or other fancies s 
certain stock will increase id price before the next Settling 
Bay It is not his intention to take up and pay for the Stock 
at the Settlement He s mply expects that before the date of 
delivery the stock will nse m price be will at what he con 
siders the opportune moment sell it to another party at a 
higher price than what he has undertaken to buy at and so 
make a proht which is the difference between his buying and 
selling prices and he never touches the securities at all 

If the price should go down be could sell the bargain at the 
market pnee and pay the difference to balance the account or 
if he still had confidence that bis stock would nse he could 
by arrangement cany over the settlement of the transaction 
to the next account 

Contango — The interest per cent or per share charged 
by jobbers for carrying over a bull transaction to the next 
Settlement is called Contango 

The security bought for the account is nearly always 
higher m price than when bought for money there is then a 
‘ Contango or Oontmuation m the account price 
For example if a stock were quoted Money 78^ and “Account 
78g there would be a contango of , in the account price 

Bear — A Bear sells for a fall in fhe price ol the security 
For example a speculator has reason to believe that Brightens 
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now quoted at 104, will fall m price before the next Settlement 
He therefore sells for the account 2 Brightoas at 104. He 
does not possess the Bnghtons, but if the price by Contingo 
Day falls to, say, 103, he could buy the stock for £2060 and 
thus make £20 profit less his brokers commission and other 
charges He neither delivers the stock nor receives it, but 
claims the difference between the price at which he contracted 
to dehver and the market price on Contango Day 

On the other hand, should the price nse to, say, 105, he 
would loss at least £20 on the transaction, as be would be 
obliged to pay £2100 for the stock plus his expenses He 
might arrange to carry over ' the bargain until the next 
account, still hoping that the price would so fall as to enable 
him to close the transaction at a profit 

Backwardation. — The rate of interest, either at so much 
per share or so much per cent , charged or allo’sed for carrying 
forward a “ bear ' deal is termed “ Backwardation," or simply 
"Back " 

When a security is quoted “Money 104J,” and "Account 
104," there would be a back ' of ^ on the account pnee 

Options. — In addition to the foregoing, extensive transao* 
tions are now carried on by speculators, who wish io Imii 
iheir liaiihit/ when gambling against a nse or fall m the price, 
by means of “ options ’ 

A speculator, b} paying down so much per cent or per 
share, has the opt’on to buy, the option to sell, or the option 
either to buy or sell, a named quantity of stock or so many 
shares at a fixed price within a stated penod. 

The option to iuy is termed a ‘ Call Option ’’ 

„ ffll „ „ “ Put Option ■' 

»i i> fr Double Option ’’ 

An option of a “ Cali of more ” gives the right to buy a stated 
amount with the power of doubling the quantity if desired A 
" Put of more " means the light to sell a stated amount with 
the option of doubhng the quantity 

The option money is a premium paid to the dealej /nr 
gambling against a nse orfallin thepnee, and, unlike “ Cover," 
IS not returnable whether the transaction is a profitable one 
or not. 
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Stock Exchang-e Settlements — Tiere are two regular 
settlemeuts m each month fixed by the S‘oek Exchange Com 
mittee The fortnightly account lasts three days, during which 
time ej ery transaction js dosed, either to he settled or paid for, 
“ differenoed,’ oi earned over to the next account 

The First day of the Settlement is called “ Contango Day, 
or “ JJaking-up Day, when brokers make arrangements with 
the jobbers to carry over bargains to the next account 

The Second day is called ‘ Name Day, or* Ticket Day, 
because on this day the broker who purchased the Registered 
Security passes on to the jobber who sold it, a " ticket bearing 
the purchaser s name, so that a Transfer Deed, transferring the 
stock from one party to aoother, may be prepared 

The Third day is called 'Settling Day,' or “Pay Day,’ 
when securities are taken up and paid for, or the ‘ ^Seieoces " 
paid and received 

In addition to the regular fortnightly settlements, the 
Committee fix special settlements foi any special business that 
may anse 

Principal Securities dealt m on the London Stock 
Exchange . — 

(а) Bonds. 

(б) Scrip 

(c) Stocks 

{(}) Shares 

(a) Bonds — Generally speaking in Commerce a bond is 
a written or printed document containing the terms and con- 
ditions by which a corporation, company, or person is bound 
The holder of a bond claims what is invariably a fixed sum as 
interest, before any profits are divided amongst the share 
holders Bonds are either registered or to ‘ bearer Ayhen 
bonds aie registered, the interest is paid by warrants which are 
delivered by post to the holders address, and when they are to 
‘ bearer, they pass by simple debvery from hand to hand, and 
attached to them are a number of interest warrants called 
“ coupons,' which are cut off and presented for payment as the 
dividends fall due 

Bonds are issued by trading companies whose finances are 
emtjarrassed, with the object of increasing their capital when 
imdiWy jus^ xwrf- h? undumJ lo .in.vcjvt .fnrtliar 

mon^ in the undertaking Sometimes, when the prospects of 
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a concern are promising, and further capital is required to 
extend the business, bonds are issued to provide such at a fixed 
rate of interest, ivhich is not increased, however great the future 
profits of the concern maj he Bonds usually bear distinctive 
names, thus — 

Exchequer Bonds — ^These bonds bear interest at go much per 
cent per annum, payable half yearly, until the time for which 
they v,ere issued is expired, they are then subject to re 
demption at par Both principal and interest are paid out of 
the Consolidated Fund fOiese are termed " Active Bonds," in 
opposition to "Passive Bonds, on which no interest is paid 
but the holder is entitled to some future benefit or claim 

Cun ency Bonds — These bonds are issued by the various 
American Railroad Companies, the principal and interest being 
payable in the USA cuirency It is optional whether the 
bonds are paid in paper, gold, oi siher If such bonds are 
payable only in gold com they are termed Gold Bonds 

preference Bonds — These beat a fired rate of interest, which 
IS payable before profits are divided amongst the ordinary 
bonds First, Second, and Thud Preference Bonds are some 
times created, m which cose each succeeding issue ranks after 
the previous one 

Registered Bonds — These bonds are registered in the holder s 
name in the books of the company or state issuing them 

Sterling Bonds — These are bonds of some of the American 
Railroad Companies, but, having been issued here, aro paj able 
in our currency 

Lottery Bonds — These are bonds issued by foreign states for 
municipal and Government loans They usually bear a stated 
amount of interest on their face value, and are redeemable at 
par 'Within a stated period or earher with a bonus or pnze if 
drawn at the periodic drawings 

Defer/ed Bonds -^Bonds entitling the holder to a gradually 
increasing rate of interest, till the interest amounts to a certain 
Specified rate, when they are classed as, or are converted into, 
AcUoe Bonds 

(6) Scrip —Abbreviation of “Subscription ^hen a 
public company -wishes to borro-w capital, the public, through 
the medium of a " Prospectus,' are mvited to “ subscribe tho 
amount of capital the) aro prepared to lend 

If a lenders* appUcation’ for shares is accepted, he receives 
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a “ Letter of Allotment,’’ telLng him the number of shaies ha 
has been allotted If the shares are paid by instalments, 
‘ Scrip 13 the certificate given by the company for such instaf 
mcnts paid, when the whole amount to be paid has not been 
called up Such a certificate is exchanged for a definite Share 
Certificate v, hen the payment of all the “ calls has been made 
When the whole of the money has been paid previous to the 
registration of the subscribers, the preliminary certificate given 
for a fully paid share is also called “ scrip, ' and as soon as the 
company is floated, this certificate is exchanged for a Share 
Certificate 

Such documents are transferable 

(e) Stock — This may be applied to an imaginary sum of 
money, usually £100 on which interest is paid st a given rate 
in perpetuity A peison who buys stock buys the right to 
receive such interest and this riglit be may sell again , but the 
principal sum viz £100 cannot be claimed Consols, Railway 
Stock Bank and Corporation Stock, and the stocks of public 
companies aro examples of stocks 

Coiuof^ — \ contraction of the term ' Consolidated Funds ' 
and " Consolidated Stock The name given to the Government 
stock resulting from the merging or consohdatmg several issues 
of stock into one common debt 

Any amount of such stock can bo bought and held that does 
not involve fractions of a penny 

Railuai/ Stod —In some Ba Iway Companies several issues 
of shares have been consolidated and thus converted into stock 
In railway stocks the limit usually is one shilling or one pound, 
aud any amount of stock not involving fractions of a shilling or 
a pound may be obtained Stock thus differs from bonds, 
debentures and shares, which are invariably for round sums of 
any amount 

hanlc Slock — This is the proprietor a capital, in the banking 
department of the Bank of England The stock pays good 
dividends, and stands at a very h gh premium 

Corporation Slock$ —Stocks issued by the various Corpora 
tions in tbo United Kingdom and the Colonial and Foreign 
States They carry a charge on the pubhc rates, etc , and bear 
a fixed rate of interest on their face value 

(a'j Shsc^ — shsuff iS a psiinps -cv^ iks? i'jpvvteJ sJ 
company All the shareboldeis of a company have certificates. 
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called share certificates, granted to them, showing the number 
of shares they hold, and eabtlmg them to participate in the 
profits 

Very often the capital of a company is divided into various 
kinds of shares, each one bemg entitled to receive a dividend up 
to a fixed percentage before the ordinary shareholders receive 
anything 

The usual order m regard to the priority of their dividends 
13 as follows, and as stocks and shares are closely allied, the 
order is the same for both 

1 Debenture or Debenture Bon I — A bond issued by a 
Government or a public company acknowledging the receipt of 
a sum of money specified on the bond, and undertaking to 
repay it at a certain date or under certain conditions, with 
interest on that sum at a specified rate until the date of 
repayment of the bond itself 

If lb should be inconvemcDt to pay off these debentures at 
maturity, they, with the consent of the holders, may be con- 
verted into Debenture Slock, on which an agreed annuity is paid 
This stock has the first charge on the assets of the Company 
for payment of both capital and interest over all other stock 

2 Guaranteed iKoeil — Stock upon which the mterest, or 
principal, together with the mterest, is guaranteed 

8 Cumulative Preferenc* Stock — Stock upon which the 
guaranteed dividend, if it cannot lie paid in any one year, or 
any senes of years, accumulates until it can be paid The 
stock is cumulative as to dividend and preferential as to capital, 
and in the event of the dividend being in arrear, the current 
year s dividend is paid first out of the year s revenue, and any 
surplus revenue goes to pay past arrears, commencing with 
those of the neaiest years 

4 Preference Stock — This stock either bears a fixed rate of 
Interest or is subject to a dividend which is contingent on the 
profits made during a certain penod, as agreed upon at the 
time of issue 

5 Ordinary Stock, or, where the ordinary stock has been 
divided into Preferred Ordinary Stock and Deferred Ordinary 
Stock, the Preferred Stock, or “B" Stock as \fc is also known, 
13 entitled to a fixed rate of dividend before any interest is 
paid on the Deferred Stock 

In addition to the foregoing, there may be Founder'e and 
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Vendor's Shares, ^^h]ch take their profits either before or after 
the ordinary shares haTe been paid their dividend, according to 
an agreement made at the time of issue 

The Transference of Stock Exchange Securities. 

Such securities, for the purpose of transference, may be 
divided thus — 

(rt) Bonds and shares to bearer 
(6) Registered stocks and shares 
(c) Inscribed stocks 

(n) Bonds and Shares to Bearer —These aie transfer- 
able by simple debverj’ from band to baud Foreign bonds bear 
a distinguishing numbei and have a sheet of coupons attached 
to them They carry a stated amount of interest on their 
nominal value, and this interest is received by cutting off and 
presenting the coupons to the agents of the respective govern 
ments as the dividends fall due 

The Certificates of a security to bearer are usually numbered 
and have a blank Power of Attorney at the back, and being 
endorsed in blank by the person or bank to or by whom they 
were first issued, they become shares to hearer, and when 
passing from band to hand blank ondoi^ed with the current 
and following coupons attached, are always accepted as a good 
delivery 

(5) Registered Stocks and Shares —These are registeied 
in the boldei s name either at a bank or a company s office, 
where the securities were issued The holder also possesses a 
Certificate of Title The dividends are paid bj wariants, which 
aie posted to the bolder s addrtes as they become due They 
are not tiansferable except by a legally stamped Transfer Deed 
(c) Inscribed Stock — This is stock forwhioh no actual 
Certificate of Title is granted to the holder but hzs name and 
the amount of stock he holds are inscribed in a Register kept 
for the purpose, either at the Bank of England or some other 
bank where the stock was issued 

"When a holder of Inscribed Stock wishes to sell, he must 
attend at the transfer office of the bank with his broker or 
some other person known at the bank, who identifies him as 
I'fie ngiirtlii' owner oi'fifie stood to fie ficansifeneo' 

T^e frans/eior signs his name m the Register, and the bank 
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clerk -witnesses his signatore He thas assigns his right m the 
stock to some other person, the buyer’s name being substituted 
for the seller a in the Kegister Inscribed Stock consists 
of the debts of various governments. Consols, Colonial stocks, 
some municipal stocks, etc 

Correspondence m connection with Investment 
Business 

In connection -with this branch of correspondence it is 
necessary that clearness and precision should play a pre 
dominant part, as mistakes ot misunderstandings may cause 
serious losses A request of a cheat to a broker to buy £1000 
ttorth of Dovers, te the ordinary stock of the South Eastern 
Eail-way, would be an incorrect way of wording an order, as 
it would mean the quantity of stock that could be bought for 
£1000, which, at the price of 86, would be shares of £100 
stock each, an unmarketable amount The order ought to be 
worded, “ Please buy for me £1000 Dovers, ‘ which the broker 
would understand as the nominal value, and at 86, would 
amount to £660 When an oidei to buy or sell a named 
quantity of stock is given, the nominal or face value is under- 
stood and not the market value 

It IS well to bear in mind also that a broker never recom^ 
mends any securities to a client Ho may mention or suggest 
one , but bis usual mode of procedure is to find out what class 
of investments his client favours, and to point out to him the 
best of that class 

( 1 ) 

Lelier tnsh uctmj Piax/toie af Bonds 

High Sibsst 

ILll>GSTOV, 

2 June 10 — 

IIessbs a B &. Co , 

LeidenbaU Street 
Deab Siss 

1 have been recommended to yon by my fnend Air Jonas, oE 
1, W bite Lion Street Exeter, \rho is a client ol youis 

Will you please buy lor me £400 Canada 4% Bonds as soon as they are 
A’roflasvd, jay? 

Hr Jones tells mo that yon ebatga bun only ball commission, and I 
sball be glad il you can place me also on the same looting 
iours truly, 

C. Chsmbebs. (95) 
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(lA) 

AcknouMging IttsfrucUons 

Iaade'ihall Street, 

Losdos, 

4 7 line, 19—. 

Mb C Chausers, 

High Street, Kingston 
Dear Sra 

We are duly m receipt of yours of to-day, and are olsbged to 
Mr Jones for raentioniiig our name to yon. Any orders vnth winch you 
may favour us shall receive our hest attention, and we will, as m Mr 
Jones a case charge you half commission only 

We note your instructions to purchase £100 Canada 4% Bonds, ex 
dividend they will he thus quoted on the 6th inst , when we will carry 
out your order and forivard yon cootreict 

Your (aithfuUy, 

A B * Co {97) 

(iB) 

Enclosing Contract m Reply to Ko 1 

Lcapbiiball Street 

Lohsom, 

6 June, 19— 

Mb. 0 Cbaubsbs, 

High Street Kingston 
Ceab Sis 

Enclosed we send you contract for purchase of £100 Canada 4% 
Bonds ex dividend as instructed In sending cheque for Che amounC, 
kindly mstruct us whether when the bonds ate delivered we ere to tor 
ward them to you by registered post whether you will call for them, or 
otherwise 

Yours faithfully 

A B A Co (67) 


(IC) 

Rrom Client sending Cheque 


Hioh Stbebt, 

KlHUSlOH 

8 June, 19 — 4 


Deab Sms 

Y I have received youra of CAe 6 
whw I send you cheque herewith 


h insii , wiui'Jisrag' isjuiliiorit, Ssr 


\ 
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Please tetutu the contract receipted, and hand the bonds, when de 
lirered, to my banieta, Jlessis Brown & Co , of CornhiU, advising me of 
your having done so 

Yours faithfully, 

C CaauBEES (62) 

(Id) 

Mimo adtisit^ Lehtertf oj Bonds. 

Idemorandiim 


From 1 

To 

A B * Co , j 

JIs 0 Chiiisess, 

Leadenhall Street 

High Stseet, 

EC 1 

KlSGSTOS 


In accordance mth mstrociions in yours of the 8th current, we have 
this day handed to Hessn Brown t, Co, Wl, CorohtU, SiOO Canada 
i per cent Bonds honght on your account 

Yours faithfully, 

A B & Co (S3) 


( 2 ) 

Letter /rom CIkkI U Bioke> re Sale of Shares at « Limit, 

Haubdbq 

6 January, 19-^ 

hlXSSBS A Bbokeb & Co , 

Ko 1, ThrogmortoQ Street, 

London E C 
J>si& Sias, 

Condming our to day s lelegtam regarding our limit for the sale 
of SOO shares £ B Mines Co ® 8J we should like to mention that these 
shares were reported from Ijondoo this afternoon at 3} buyers and over 
and we were therefore surprised not to hare received a wire announcing 
the executicn at the aWre hmtt tip to the time of wriUng no reply to 
oui inquiry has been received from your side but ne trust to receive an 
explanation and yoni contract note by to morrow s mail 
Yours faithfully, 

GnicBT A, Co (109) 

(2i) 

Beply sfaftn^ the Frtce touched 

No 1, THEOGaiOBToi Street, 
Lonoom E C , 

5 January, 19 — . 

Mahans Cninira & Co., 

Hamburg 
DE4R Sirs, 

\Ve herewith beg to coxi£nii our to day s wire sent la answer to 
your telegraphic mguity concerniog your order of the Znd inst to sell 500 
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stares E R Mines Co @ 3} tt^ion nbuh ve inlormed you ttat the above 
shares did not touch a price higher than 3 ^ buyers throughout the 
day and your order rras therefore impracticable 

W e assure you that all orders placed with ns have our constant and 
most careful attention 

We are Dear Sirs 

lonrs faiChfnliy 

A Bboeeb a Co (110) 


(2b) 

R^phj rtjttftMg Explanation of }iO 2 

Hasibcbb 

& January 19 — 

Messbs a Bboeeb A Co 

^o 1 Throgmorton Street 
Loudan EC 
Deib SlBS 

P» our linut for sale of SOO shares E B ilmes Q, 9{ 

We beg to conflns our letter of yesterday end toacbioirledge receipt of 
your telegram and letter of same dale but regret that we cannot accept 
your explanation cousideriDg the facts of the case We should like te 
point out to you again that the above shares were not only momeotaiily 
but for quite a considerable I me quoted at our limit even before oui 
wumg to you As a matletol fact another firm with whom we had placed 
a smular order advised ns of the execution in the coarse of the evening 
which proves that the £R Mines shares must b»ve been dealt in at Sj 
It tneteCore seems apparent that on this occasion ^ ou have missed the 
matlet from the consequences of which wo are however not mclmed to 
snSet W e must ask von kindly to forward os a contract for the sale of 
th« shares especially as we have already adn ed onr client of this 
honrs faithfuUv 

CuEar A Co (192) 

(2c) 

ropip 

Ro 1 Thbogjiobtov Sibeet 
London EC 

7 January 1?— 

Messes Ciuevj A Co, 

Hamburg 
Desb Sirs 

hour Utter of yesterday a data to hand We beg to send yon pet 
ibook post to-day Tie Ftnaietal Times and Emawcial Aeics of the 
'^th inst containing prices of the previous day from which papers you will 
ska under tape prices Oiat EH IBines shares were only once i c "’^nllb 
quoted at S| all other markmga bciog b^ow this price We have mada 
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careJul inquiries la tte market and found that this one quotation ot 3} 
refers to a purchase and not a sale If another firm has advised you of 
the sale of the shares at that price this bargain can only have been con 
clnded outside the Stock Ezcl^ge at a Uma when a buying order for the 
same number of shares was at hand 

We therefore regret not to he able to give you the contract asked for, 
as no blame attaches to us m this matter as you no doubt will acknow 
ledge after consulting tho Coanetal papm 

yours faithfully 

A Bbokbb & Co (185) 


( 21 ,) 

Fy !f not ofcepfm^ £kpfana(ion 


tlzssns A BnOEEu d, Co 

No 1 Throgmorton Street, 
London EQ 


SiMsuBQ B January 19—. 


DxiA Siss 

We are in receipt of your favour of Ttb mat together with the 
financial papers mentioned therein but still regret that we are unahlo to 
accept your version of the matter in dispute 

We have had some correspondence in this matter with the firm who 
executed our order and they have assured ue Chat they dealt on the 
London Stock Ezobange 

Since yon refuse Co give the contract asked for we regret Chit we do 
not see any other way of settling this dispute than to bring tho matter to 
the notice of iho Ccsimittee of the London Stock Exchange according to 
the custom and regulations of that body We have consequently sent 
copies of OUT correspondence with powers to act on our behalf to Messrs 
0 0 & Co , London With whom you wiU please confer lu the further 
settlement of this matter 

We regret to state that yonr treatment necessitates our putting an end 
to any business relations between us and accordingly ask you to deliver 
up all tbs securities you bold for out account to Messrs C C & Co of 
London, who will pay over to you tho small balanco due by us 
Yours truly 

Clieht d. Co (231) 


In the following letters, the substance only is given, as the 
student at this stage will be able to fill in the rest 

(31 

Zeller tnalrtahnff Broker to sell Shares 

I have noticed that tho Mexican Oil Company s shares owing to the 
political cnsis, have dropped dnzing the past week from Ij to l-fp 
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As 1 icar that) the crisis may become more dangerous and may erentuaUy 
cause a permanent depreciation in the shares I shall be glad if you will 
sell for me for the '^Iiddle Uanb Account 500 of these shares at not less 
than f 1 each (69) 


Corucspondence frou Clients askikq for Advice 
AS ro Ihvrstuents 


(4) 

Re Iniettment £500 

In reply to yours of (date) we shall he pleased (o mahe suggestions and 
it will materially assist us in so doing if you would state what rate per 
cent the proposed inTestment is required to yield 

Such investments as are considered the safest return at the present 
time only from about 3 to 4 per cent and as a general rule in pro 
portion as the rate per oent increases so does the rish On heating from 
you we shall be pleased to mention uvestmenls yielding about the rate 
desired ardassafe comparatively as is compatible with sueh rates 

(104) 


(4a) 

Rephj 

Wo are faionred with yours of (date) but must point out that invest 
ments which are eons dered safe by the pubi e are not to be obtained to 
yield BO high a rate as We can mention investments returning that 
amount which are considered ae safe as any of that class but as a general 
rule the risk is proportionate to the rate of interest 

First class investments which are deemed sa/« sneh as Debenture 
Stocks of the great Railways of the United Kingdom at present prices 
yield about 

If you will let us know the class of slocks you desire whether American 
Railways South American or Colonial Bonds etc we will endeavour to 
make some suggestions (120) 


(5) 

Enquiry about Bonde 

Can you recommend any good Bonds to tetuntS% at the present time? 
I do not like South American Seenr ties and the Bonds must not be 
subject to drawings Of course 1 want them as safe as possible but am 
prepared to run some risk (46) 


(5a) 

Reply 

In reply to yours of (date) we kno v of nothing better of its class than 
the e®,, Bonds of the (name) Railway which are at present at 97 and are 
tede^able at par m 1930 
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The shares of the (Dame) of each, to bearer, would yield about tie 
time rate 

Theta is iisk attending these patchasea, which we understand you fully 
appreciate 

Awaiting yont instructions. (67) 

( 6 ) 

From Clientt tnslrudtn^ Sale and Purchase 

Will you please sell for me £500 Distncts, the price of which I see is 
about S3, and buy 30 Anaconda Shares at about 7) ? (^) 

(6a) 

Acinou'ledgmff Order and sending Contract 

Your fsTont of (dale) to band As loetnicted, ws have sold £500 
Districts, and enclose contract 

We watch the order to buy 20 Anaconda Shares at " about 7), but 
to day the prtoe la 7| 

Please confirm the limit at 7| or otherwise, and forward us certificate 
of etoeh sold, to meet transfer in due course (65) 

(Cb) 

Acknowledging wcteased Lmxt 

Yours of (date) mcreasing limit to bu]r20 Anaconda Shares to which 
we retain To day, however, the price le 16 

P S Since writing the above, we have succeeded in obtaining 10 sharea 
at your limit, end no hope to obtain the remsicder to morrow (H) 

(6c) 

Sending Oonlrad, eomplelmg Order 

We have the pleasure to enclose contract for completion of your order 
to purchase 20 Anaconda Shares 

Kindly advise ue whether when delireced, you wish ua to forward them 
by registered post or otherwise 

Cheque for balance due to yon wiU be sent as soon as we receive 
proceeds of the £500 Dietiicte aold, transfer of which will follow for 
signature in due course (64) 


(7) 

Claiming Dividend from Seller of Stock 
^eSerriag to the sale Air yon on 24th nit of 2CO Easterns, the buyer 
has clauned the dividend from tie, the transfer not having been registered 
before the Company s boohs were closed 

Will you, therefore, please forward os the amount as soon as you 
receive it from the Co t (49) 
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(7a) 

Aclnotdfd^M^ DtttdenS claimed from Seller of SfoeJc 

W e beg to BcbcOTvledge the receipt of pours of (date) enclosing cheque 
(or dividend warrant dulp signed or endorsed] lor divd on 200 Easterns 
sold and claimed by the buyer from ns (32) 

(7b) 

Memo sending Cheque to Buyei for Daidend claimed 

MeSIOKS'IOUSI 

From I 7V> 

I (Date) 


^e base the pleasure to ene)o<e a cheque value £ , being dividend 

on £200 Easterns claimed of the seller on your behalf (26) 

(7c) 

Lxplautinq to Seller the Buyer s Clam for Dividend 
\ours of (date) re divd on £200 Easterns received 
The claim made by the buyer quite correct as the sale was made on 
the 6th met when the Stoch was sliU quoted ciim div It was not dealt 
m e« dll until the 19th 

Herewith we forward an official Daily List which will show this to be 
the case (99) 


CORKBSPO\DE\CB IV CoVvECTIOV MITH SPfiCOEATlfO 
Business 

(8) 

From Client projiosmg ‘J«tt Americane 
Hy friend Mr Thomas of Lombard St has recommended me to 
you 

I wish to bull lOObnions and shall be glad to know if you will buy 
them for me carrying them over as long as I wish to do so also what are 
your terms of cornmnsion and what cover do you require t (SS) 

(8a) 

Deply decUmng, unless anple Security gnen 
^e are obi ged to kir Thomas for mentioning our name to you but 
.1* iir iHJV uuV' piw.tiRp .to .<pi<m .^BumlatwjwrnnSMl)' jmpJe 

security^ either m the shape of piarbetaUe bonds deposited with us — with 
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fall liberty to sell if needed to pay differences— or better still, a round 
sum in cash which must be sufficient to pay any differences that ate likely 
to arise say for instance, 25% of the purchase money 

We are willin? to allow bank rate of interest oa the stitn m our hands 
fcotti account to account and unless yon are prepared to deposit such an 
amount or its equivalent with ns, we do not advise you to embark in the 
speculatiun you contemplate as the market m American Stocks is a 
treacherous one 

On receiving a cheque for £ (or approved securities) for your 
credit we shall he pleased to eaecnte yonr order and carry over the stock 
on your account it desired, so long as ive bare funds in hand or until the 
account is closed 

Awaiting your r^ly, (180) 

(8b) 

From Client, giving Ztmit and sending Cheque for Cover 

I am quite agreeable to the terms mentioned m yours of the (date) 

ItheiefoteencloaeobequelortheamouDtyouname VIZ £ aodam 
willing to send you a further amount should the Stock fall sufficiently to 
absorb the present sum 

Please buy me to day, and wire as soon as dose, 100 Usions at sot 
exceeding IBS] 


Exercises 

1 XlxplaiutbediffereucebetweenStocks Shares Bonds and Debentures 

2 What IS meant by closing a Bull or Beat account ’> 

8 What duty does a broker owe to a client from whom he accepts an 
order ’ 

i Explain the folloiwag ■~Scnp Iteguteied Coupons, Irredeemable 
Stock, Backwardation 

5 Write a short account of the London Stock Exchange 

6 Over how many days does settlement extend on the London Stock 
Exchange ’ Describe the character of the transaction on each day 

7 Describe the nature of a Put and Dalt option 

8 What are the duties of the Committee for General Purposes of the 
Stock Exchange 7 

9 Explain the following — Contango Defaulter Bucket Shop, Consols, 
Making up Prices 

10 Describe the relationship of broker and jobber on the Stock Excb ange 

11 Explain the advantage of the House being d vided into Markets 

12 What amount of stocks and shares may jobbers be bound to when 
making a price ? 

13 What IS meant by the jobber's “ tuni ” I 

11 Explain a Contract cote 

15 Write a short account of each of the following — Exchequer Bonds 
Currency Bonds Preference Bonds Sterliog Bonds and Deferred Bonds 

16 How are Inscribed Stocks transferred 7 
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17 Wnte letters as from clients to brokets on the following subjects — 
{a) Wisiiog to bare bi* Sto(A Dindea^ forwarded to iim hy post 
(b) Instructing an investment in Consols 

(e) Asking why the dividend onbisCanaduo PsciQc Rail wa; shares bas 
not been received, 

(d) iBstroetiDg an mrestment, with limit, to yield 5%, including 
expenses (brokerage, atamp and fee) 

(r) Asking for advice regarding an investment of £1000 
(/) Instructing sales oi Consols and Tower of Attorney to be obtained 
is An alarmist article has appeared in an indoential financial daily 
paper, entioring unfavourably tbo management of the Company of which 
you are Secretary and suggesting that the shares are largely overvalued by 
the market IVrite a judicioos letter to the editor of the paper pointing 
out the misapprehensions under which he u labouring, and retinestiog 
eaurteously but firmly, that your letter should he published 

19 Write a letter to the Secretary of a rival Company (in any line of 
business with which you are familiar) auggeetiog a friendly meeting of his 
Board of Directors with yonra, with a view to an agreement for avoiding 
such disastrous cuts id prices as have affected both Companies injuriously 
la the past 

20. Write a short circular to your ebaieholders uforming them of 
favourable developments which have recently occurred m your Company’s 
business, and which promise brgely increeeed dividends in the future 
SI A proposal her been made by one of your directors to introduce into 
your office Diose leaf Ledgers, both for trading purposes and also for 
register of sbaceboldeis The Board have requested you to report at the 
next meeting on the desirability or otbervnse, of the change Slake a 
draft of your report 

22 As Secretary of a Finance Compauy, which deals largely m Stocks, 
draw up notes for tbs Chairman s speech at the Ordinary Annual Oeneral 
Meeting, with special reference to the depreciation which has occurred in 
the Consols held by your Company, explaiocg for the satisfaction of 
sbareboldeis the canso (in your opinion) of the fall in price, and sketching 
out the probable prospects, or otherwise of recovery lu the neat future 

23 Write a circular letter to the shareholders in your Company (which 
IS one of the most important Transport Compaoies in the City of London), 
announcing the particulars of sm amalgamation which bas been agreed 
upon (subject to confirmation hythe shareholders) between your Company 
and the olherleadingl<on6on Transport Companies Dwell in some detail 
upon the merits of the scheme, and upon the enormous economies that 
may be expected to ensue 
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Glossary of Additional Current Commercial Terms 

Abatement — An allowance made m respect of goods a di3 
count for prompt payment 

Abrasion of Money — Iioss m weight of a com m course of 
ita circulation 

Accountant — A person skilled in the keep ag of accounts and 
books preparing balance sheets etc 

Accrued Interest — ^The interest which has accumulated on 
any security since the payment of the last dividend 

Acquittance —A receipt m full of all demands given for the 
discharge of a debt 

Actuary — A person sk lied m the calculation of the value of 
life interests annuities etc 

Adjournment — A postponement of a meeting to another time 
or place 

Adjudication — An act of the court declaring a person to be 
a bankrupt 

Ad Referendum — A contract made ad referendum denotes 
that although the contiact js piactically complete there are 
one or two points left for farther consideration 

Ad Valorem Duty — Duties or customs levied upon goods 
according to their value Stamp duties payable on certain 
documents are ad taJorem 

Advance — Money advanced to tlio consignee by merchants 
against a consignment of goods forwarded to them for sale 

Adventure — The importation or exportation of goods as a 
speculation either on sale or on joint account The term 
‘ Conagmmpnj: now nsuaU p IsJms jJ» pi icq 

Affidavit — A statement in writing sworn before a person 
having legal authority to administer an oath (generally a 
Commissioner for Oaths) 



MODERN BUSINESS ROUTINE 


?]3 

Agenda — V programme of the busioess to be brought forward 
at a meeting 

Agio — \ term expreseing the difference m ^alue between two 
sorts of monej as currency and spece go'd and silver 
papei money and eo ns 

Agreement — A contract enforceable at law made between 
parties capable of contracting to do or not to do some act 
Alien — One born in or belonging to another country and who 
has not the privileges of the coimiry m which he lives 
Allot — To divide a thing into several parts each of which is 
called an allotment 

Alloy — A compound of a base nieUl with a finer one 
All Rights Reserved —A phrase used by an autboi denoting 
that any infringement of the copyright of bis composition 
IS forbidden 

Amalgamation — The umos of two or more businesses oi 
companies into one large coocem 
Amortisation —The reduction of the book tslueof an asset 
by means of a sinking or other fund set apart for that 
special purpose 

Ampfere — The electrical unit of mtensitj 
Annuity — An annua} payment of an ascertained sum of money 
granted to anotl er for bfe or for a period of time 
Antedate —To date any document prior to the date on which 
it IS drawn out A cbetjue drawn on the I8th and dated 
the 15th would be antedated wh le a cheque drawn on the 
15th and dated the ISth would be postdated i e dated after 
the correct date A B/E is not invalid by reason only that 
it IS antedated 

Appraiser — A licensed person employed to value goods 
estates etc IIis valuation is termed an Appraisement 
Arbitrator A judge lefeiee oi umpue appointed by t\ o 
contend ng part es to settle some dispute His decision is 
termed his Aw aid 

Arrears — Sums of money rema mng due aftei the time of 
\ payment has expired 

Arwles of Agreement — The terms and condit ons agieed 
umd in a partnership 
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Articles of Association (of a company) — These define the 
mode and form in which the business of the company is 
to be earned on 

Assignment.— The transfer of some interest from one person 
to another, called the assignee 

Assurance or Insurance.— The act of providing against 
possible loss, or an event happening by contracting with a 
person called the insurer (or underwriter) that in considera 
tion of a sum, called the premium, paid by the insured he 
will be indemnified from such 

Attorney, Power of. — A legal document by which a person 
appoints another to act for him m some particular matter 
Auction — The pubhe selling of goods by a licensed person 
called an auctioneer, to the highest bidder 
Audit —A periodic and authorised esatnination of all entries 
m books and ot accounts by a person qualified and appointed 
for the purpose 

Back a Bill — To become security for an acceptance by 
endorsing a bill to accommodate another 
Balance Sheet.— A statement showing clearly the financial 
position of a company or firm 
Bale — A. ceitain quantity of goods or merchandise 
Bank Post Bills — Bills issued by the Bank of England, 
but net iy any of ii$ Blanches, pajable to ‘ order at seven 
days Sight, for any sum from £10 to £1000 They are 
accepted at the time they are drawn and no cbirge is 
made for them They are payable on their due date, no 
days of grace being allowed 


Bame of EvcLiMj Post Bitx, 

London , 19—, 


No — - — ■ 

At seven days sight, 1 promise to pay this my Sola Bill 
of Exchange to Thos Thornton, or order, three hundred 
pounds sterling value received of Hear} Clay 

For the Goveksobs ami Compavy op 
The Bank op Enoland 

Three huiidreti pounds A B. 


Bank Rate. — The current rate at which the Bank of England 
Will discount approved Bills of Exchaog© 
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Bank Return. — A weekly return issued by the Bank of 
England, showing the state of the Issue and Banking 
Departments at date of issue 

Bankrupt. — A person who, being nnable duly to discharge his 
liabilities, has been adjudicated a “bankrupt ' 

Barter. — The exchange of one commodity for another without 
using money or other mediuin of exchange 

Bill of Sale — A docnment placed m the hands of a creditor as 
security for a loan or debt 

Blank Cheque. — A signed cheque, in which the date, payee, 
and amount are not. inserted 

Board — The name gnen to the directors, committee, or 
managers of an institution or company 

Bonded Goods —Dutiable goods stored m a Gorernmcot or 
licensed warehouse until they are required for use, when the 
duty IS paid 

Bounty — A bonus or premium paid by a Goremment to 
initiate, develop, or support an industry. 

Bullion — Lncomed gold or siher in bars or ingots 

Call — \ notice, requiring pajment of some amount due or 
requued on shares not fully paid up 

The Tight to buy certain secunties or commodities at a £xed 
price and on a fixed date One would exercise the call if a 
profit Would accrue, ey it the current or market price is 
higher than the “ call pnce. 

Cent, {centum, a hundred) — Is used in combmation with 
“ per, as 6 per cent , bfy 

Cheap Money — When money can be borrowed at a low 
rate of interest, money is said to bo “cheap,’ and the 
market is “ easy " On the other band, when the supply of 
loanable capital is scarce the cate is high Money is then 
said to be ‘ dear and the market is “firm ’ 

Collateral Security — An additional security or safeguard, 
other than that already given 

Combine, Combination, or Pool — 4n association of persons, 
firms, or companies with capital, to operate or buy up any- 
thing for joint profit 

Composition. — An agreement between an insolvent debtor 
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and hi3 creditors, -whereby the latter accept a portion only 
of the debt in full satisfaction of the whole 

A composition of 7s in the pound therefore me^ns that the 
debtor pays only 7s 6d lor erery £1 he owes 

Compromise. — An agreement to settle differences by each 
party making some concessions 

Consul. — A Government official appointed to reside in a foreign 
town to safeguard the interests of the country he represents 

The fee paid to a consul for obtaining his seal and signature to 
any document is termed Consulag^e. 

Contraband Goods — Goods prohibited to be imported or 
exported either by the laws of a particular state or by the 
law of nations 

Convertible Paper Currency —Such a currency as is capable 
of being converted into gold when the holder desires 

Cooperage. — A dock charge for mending, opening, or closing 
barrels, etc 

Copyright.— The rights belonging to an author or composer to 
print and publish any original matter written or composed 
by him 

Corner.— A market devoted to some particular stock or com 
modify Ti> corner anything is to buy up such a quantity of 
it as to prevent any other individual from buying same except 
at a ruinous sacnffce 

Council Drafts — Demand drafts on Bombay, Calcutta, or 
Madras, issued by our Goveinment against the Govern 
ment of India They are advertised for sale periodi 
cally and ate issued by tender Anyone m England 
obtaining such a draft can receive gold for it at once 

Crore of Rupees —Signifies 10 000,000 rupees, or 100 lacs 
A rupee the unit of value in British India, is worth l8 4(f , 
and IS divided into 16 annas, and each anna into 12 pies 
For any sum of rupees above a lac, 100 000, a different 
mode of expression is used, thus, 350 000 rupees is 
written 3, 50,000, and is read 3 lacs 60,000 rupees , 
35, 27, 31,000 „ 8 „ 9 is read 35 crores, 27 lacs, 34,000 
rupees, 8 annas, 9 pies 

Cum Dividend (Latin non, with), often contracted to 
" cum div , or “ cum d ” This phrase is attached to prices 
and quotations of stocks and shares about the time when 
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tho (liMclend is due, and it indicates that the pnee quoted 
giies the purchaser a ngbt, not only to the stock, but also 
to the dividend or interest jnst becoming due Ex dnidend 
(Latin ex, out) a quotation ‘ Ex div or “ x d does 
not give the purchaser a nght to receive tho inteiest just 
falling duQ 

Day to Day Money — Money borrowed from day to day 
against security at an agreed rate of interest 
Deficiency — An allowance made by the Customs for loss on 
■wmes and spirits from evaporation or absorption 
Demurrage — Any sum paid for any dday in discharging a 
ship, barge or lighter beyond th« time appointed or agreed 
upon It IS also tbs aUonaoco ot per oz made to tbs 
Bank of England in exchanging bullion for coins or notes 
£3 17s 0(1 IS given by the Bank for an oz of bullion or 
uncoined gold without any dehi/ If it were taken to the 
Mint there would be a delay of a few days before it was 
coined The metallic value of standard gold is £3 17$ lO^cf 
per 02 The difference viz is allowed to the Bank 
and ibis delay is avoided lUmeuier, to dwell, remain, 
stop) 

Depreciation Beftis to the diminished value of coins 
bullion a paper currency, commodities, or land and buildings 
A Del(’8ment of coinage is tbe wilful act of a dishonest 
Government or of dishonest individuals, whilsti a d premtion 
of coinage bullion, or commodities is generally beyond 
human control A depreciation account regulates the Joss 
of any wasting asset from wear and tear etc , by penodically 
reducing it to its current market value 
Differtnces — The amonnts payable or receivable, as the case 
may be, by a speculator, in stocks, shares, or produce m 
respect of the fluctuations m pnee of the subject matter of 
speculation between given dates 
Dividend —A proportion of mterest or profit divided among 
stock orshare holders ID a public company , a]=;o that part of 
a bankrupt s assets due to a creditor in proportion to the 
latter s claim, as a dividend of 5s in the £1 
Dormant Partner —Sometimes referred to as a sleeping or 
silent partner One who has an mterest in any concern 
but does not take an active jnrt in its management 
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Duty — A tax levied by the Government on certain goods when 
imported 

Effects — Money goods and movables possessed by a person 

Enfaced Paper — The name given to the bonds or certificates 
of certain Indian loans A notification 15 printed on the 
face of them or enfaced that interest is payable in 
London by draft on Calcutta 

Ex means out of eij ex ship ex store ex warehouse 
ex wharf The buyer of goods ex ship must take delivery 
of the goods 03 they leave the ship and pay all charges for 
their conveyance 

Exchequer Bills — Instruments of credit created by the 
Commissioners of His Majesty s Treasury for the purpose 
of raising money fortemponty needs to meet the necessities 
of tl e Exchequer They are issued in multiples of £100 
and bear a fixed interest of so much per cent per day 
The rate of interest varies according to the value of money 
at the tune the bills are issued 

Face Value — The nominal or original value on the face of 
any document eg bond debenture share certificate or 
other negotiable instrument 

Fiduciary— Signifies without securities or uncovered 
A fiduciary loan is one mode on the honour and good faith 
of the borrower without deposit of securities or without 
‘ cover 

Fine Paper — First class paper — -b lls drafts and promissory 
notes bearing names of the highest class as acceptors or 
endorsers Exchequer bonds and Treasury b lls having 
the guarantee of the Government may be also termed fine 
paper 

Fixed Charges — Tho mteiest rentals and charges which a 
company must pay befoie divis on of profits 

Floating a Company — To form and register a company to 
enable it to carry on business 

Floating Capital — Money at call or at very short not ce 
of any trading concern for the jm^ose of camying on the 
business 

Floating Debt — Money borrowed for temporary needs for 
a short period or a debt which a company may have to 
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meet at short notice, such as bills, loans, oi bonds falling 
due foi payment 

Folio — In bookbinding, a folio is a sheet so folded as to make 
two leaves \\ithout further folding It is said to be tn quarto 
when folded so as to form four leaves, m odaio when folded 
so as to form eight leases In law writing a foho sometimes 
means a single page In bookkeeping it means two pages or 
sheets facing each other and mdicated by one and the same 
number 

Funds — Generally speaking, refers to Consols and other 
British Go\ernment securities 

Funding. — The process of converting floating debt into stock 
The amalgamation of several debts of different denominations 
into one largo debt, clearly defined m amount, upon which 
interest is to be paid at a stated rate until the debt is 
redeemed The funded debt in England is that large total 
of annuities paid by the Goveroment to its creditors under 
the name of consols— reduced three per cents, new three 
per cents , savings bank annuities, etc 

Futures — Produce to be shipped at some future time “ Goods 
to be manufactured or acquired by the seller aftei the making 
of the contract of sale 

Garble — The dust, si/lmgs and refuse of spices, drugs, 
tobacco, etc 

Garbling — The sepantion of damaged portions of goods from 
the good or sound portions 

Glut. — An o\er supply of a commodity in the market 

Gold premium — The rate by which the value of gold exceeds 
the paper currency which represents it Wben the paper 
currency is depreciated, that is, it is not worth its face \alue 
ID gold, there js cousequeutly a premium on gold 

Goodvrill. — The value of the connection of a business 

Guarantee. — A surety The responsibility taken by a person 
to see that another lalBls certain etipulations 

Guild. — A corporation of craftsmen or tradesmen formerly 
concerned only in the mteiests of theic trade, but now m 
spending on various forms of chanty their funds accumulated 
during centimes 

Guinea pig Directors. — Those who concern themselves more 
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with receiving tbeir remooecatioD than m looking after the 
welfare of the company 

Hall Mark — The oScial Gorernmeat mark stamped on 
articles of gold and silver showing that the} have passed 
the test and are of the fineness stamped upon them 
Hard — Applied to denote a pnce that has a tendency to rise 
Impost — A certam tax or duty levied on merchandise at 
particular places 

Imprest System — Of petty cash account The petty cashier 
is advanced a round sum, out of which he makes his 
pett} disbursements and at the end of an arranged period 
he renders a detailed account of bis expenses The total 
amount of such pajments is banded over to him, and the 
ongmal round sum is thus restored to him with which 
to commence another period 

In bond — Goods liable to duty stored in a Government or 
licensed warehouse 

Income Tax —A direct tax levied on everjons baling an 
income o! or over £160 per annum 
Inconvertible Paper Currency —Paper money which can 
not be exchanged at the option of the holder for gold or 
silver to its full nominal value ^ hen paper money is made 
inconvertible it fall? in value and la consequently at a 
discount This fall is usually expressed by saying that 
‘ gold and Silver are at a premium 
Incorporated — A legal body created and endorsed with 
perpetual succession and existeuce unless Epecially re 
stneted by its act of mcorporat on buch a body may use 
’ Incorporated after its name instead of Limited 
Indentures — A legal deed m which two or more parties are 
equally interested so as to make it necessary for each to 
retain a copy 

Ingot — bar of the precions metals as gold and silver 
Injunction — An order made by the Court to restrain the 
continued commission of a wrong or the commission of a 
wrong which has been threatened 
Insolvent — Not having suffiment money to discharge habilities 
Interest — An allowance paid for the use of money, calculated 
at so much per cent per annum 
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Interim Dividend —A distribution of profit made in advance 
of the final distribution of profit 
Inventory — A list or catalogno of articles generally of fumi 
turc and chattels 

Investment —The outlay of money in the purchase of stocks 
or shares land bouses with the object of receiving the 
dividends interest or rent acenuog thereon 
Joint Stock Bank — Joint stock company carrying on the 
business of a bank A jomt stock company has been 
defined as an association of ladmduals for purposes of 
profit possessing & common capital contnbuted by the 
members composing Jt such capital being commonly 
dmded into shares of which each possesses one or more, 
and which are transferable by the owner 
Journal — The Journ^ is a book m which all the unaff hook 
entries are arranged according to certain rules before they 
can be transferred to the ledger 
Kite — A elang term for an Accommodation Bill In Scotland 
they are called also Wind Bills Kite filing is the dabbling 
jQ accommoditjoD bills 

Lease — The lettmg or eurrendenog the care of lands tene 
ments machinery etc to a lessee for a consideration and 
for an agreed period of time after the lapse of which the 
use and enjoyment of the subject matter reverts to the 
original owner or lessor 

Ledger — A book containing an abstract of all tho transactions 
recorded in the journal and the subsidiary books eg sales 
and purchases books 

Legfal Tender — Such forms of payment to a creditor as the 
law specifies The exact amount must be tendered no 
change being asked for The legal tender of money in this 
country la gold to any amount silvei up to 40« and bronze 
up to Bank of England notes up to any amount are 
legal tender but their amount must not exceed the debt 
to be paid Country bank notes are legal tender only with 
the consent of the creditor In all the above respects the 
\ creditor may wai>e his rights 

d — The first letters of the Latin Librae, Pounds, 
\oh<lt, shillings , denara pence 
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Letter or Power of Attorney —A legal document em 
powering a person named therein to act on behalf of 
another 

Letters Patent — 1 1 Open letters royal grants whether of 
lands titles honours privileges or profits from new inven 
tions or copjTTights The letter gmng the privilege is not 
closed bj a seal but has the royal seal at the bottom and 
IS addressed by the so^e^elgn to all subjects of the realm 
Others are consequently prevented from securing any benefit 
or enjoyment of the patent unless the patentee derive some 
advantage therefrom 

Liability — An obligation a commercial term denoting that 
which a person is responsible for 
Lien —A legal right of retaining anything given as a pledge 
or secunt) until some demand has been satisfied 
Limitations, Statute of —Laws passed compelling persona 
having rights of action to bring their actions within specified 
tunes or in default to lose such rights 
Liquid Assets Com bank notes and securities which can 
be readily converted into cash 

Liquidation — The winding up and settlement of the affairs 
of a business by a liquidator who collects all assets and 
discharges the liabilities eitbei in full or by arrangement 
Lloyds — The name given to the institution at the Bojal 
Exchange carrying on general insurance bus nese but 
particular!} marine Lloyds R«y shr is an annual publi 
cation containing the particulars of all vessels classed by 
the Committee of Lloyds Register Symbols are used 
thus — A1 highest class 90 A1 lower class 80 A1 lowest 
class Mudei writers and others interested can thus leadily 
obtain any infonoation as to the character and condition 
of a vessel 

1 loyds Bonds Instruments under seal issued bj a railway 
company or other corporate body to contractors and others 
for work executed and eovenantmg to pay the amount 
specified therein plus interest at some future time These 
bonds received their name from the counsel who originally 
settled the terms of them 

Long — To be long of anything is an Amencan term 
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having the same significahon as the -word " bull ’ m our 
market 

Long: Bills — Bills of Exchange drawn at long dates e g six 
monthe 

Making up Price — A Stock Exchange term, denoting the 
price fixed for carrjing over speculative transactions to 
another settlement day The transactiops are ‘ closed at 
the prices for the current settlement and reopened (plus 
contango or less backwardation) for the following settle 
ment day 

Mandamus — Latin we command A writ issued by the 
Court of King a Bench 

Man of Straw — A man without property or credit 

Memorandum of Association — A document signed by the 
ongmal members of a company at the time of its formation 
and setting out — 

(a) The name of the company 

(&) Whether the registered offices of the company are 
situated in England 

(r) The objects for which the company is formed 
That the liability of members is limited 

(s) The capital of the company 

Metallic Currency —Consists of co ns (gold silver broare 
etc ) of a certain weight and fineness as regulated by the 
laws of the country in wh cb the coins are issued 

Mint — The mstitution on Tower Hill, London where Bntish 
coins are struck 

Mint Par of Exchange The weight of pure gold or silver 
in a com of one country as compared with that in a coin of 
another \^hen the price m a foreign money is quoted 
below the mint par of exchange it is said to be at a pre mum 
or abate pai and when above, at a ifitccHiit or beloio par 

Minute Book — The hook in which is recorded the business 
completed at each meeting The notes recorded are called 
the Minutes 

Money Market — A colicctise term applied to money dealings 
of all kinds It may be said to exist chiefly m the neigh 
bc^urhood of the Stock Exchange and Lombard Street 
London 

Mono^etaJlism —A money cnirency fiasco’ upon s sirrgiV 



GLOSSARY OF COMMERCIAL TERMS 223 

standard ot value, as in Great Bntam where gold only is 
the standard Silver and bronze coins are issued, but as 
they are not intrinsically ■worth the amounts stamped upon 
them, they are termed “ token money A system of 
currency based upon a double standard is termed “ Bi- 
metallism ’ 

Monopoly.— An ezclnsive pnvilegd to buy, sell, make, or 
work anything either by the granting of letters patent 
from the Crown, or by the buying up (cornering) of the 
whole of the supplies of a commodity, so as to secure sole 
power of sale 

Mortgage — A conditional transfer of lands bouses, or other 
property as secunty for money lent or owing The borrow 
mg of money upon securities lodged with a banker or other 
lender The “ mortgagor, t e the borrower, pays the 
“ mortgagee, t e the lender, interest at an agreed rate 
per cent 

Naturalisation — The giving to an alien under certain con 
ditions, the same rights aud pnvileges as an English born 
subject 

New Style — ^The modern method of computing time according 
to the Qiegotian calendar This was introduced into Great 
Sntam lo 1752, the 2Dd September of that year being treated 
as the 14th September (See Old Style ) 

Official List — A list of prices showing particulars- of stocks 
and shares dealt in, on the Exchange It is published with 
the sanction and under the authonty of the Committee of 
the London Stock Exchange 

Official Receiver— An official appointed by the Board of 
Trade to administer a hankiupt s estate 

Old Style — The method of computing time according to the 
Julian Calendar Owmg to religious antagonism Russia, 
Greece, and the East generally, refused to adopt the Gregorian 
or " New Style ’ The difference between the dates in the 
Old and New Styles gradually increases It now amounts 
to twelve days 

Open Account — An unsettled ot outstanding account 

Open Credit — Credits given by bankers to their clients without 
personal guarantees or d^iosit of securities 
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Original Bills B E drawn and sold before any endorse 
ments ha\e been added They have not been previously 
negotiated 

Output — The produce of an nndertakiDg The turnover is 
the amount of the output stated in money 
Over Capitalised — A company which has d sposed of so much 
capital that its earn ng power is unable to provide dividends 
for the same is said to be over capital sed 
Paid up Capital — The amount of cap tal actually contributed 
by shareholders 

Paper Money — Bills of exchange banknotes and other 
documents which represent money Paper in the money 
market often refers to B/E First class Paper or Fine 
Paper — those bills bearing the names of first class or well 
known bouses either as acceptors or endorsers Second 
class Paper — those whose reputation is lower and 
Third class Paper — bouses of small credit 
Par — A state of equality When the maike pnce of a secunty 
13 the same as its nominal value it is said to be at par If 
it IS higher than that originally paid it is termed above 
par or at a premium if less below par or at a discount 
Partner — One who partakes one who shares m the profits 
or losses of a concern An Active partner is one who 
takes part in the management a Dormant or Sleep ng 
Partner u one who provides money without taking such 
part 

Partnership — An association of persons to carry on a business 
undertaking for joint profit 

Passport — A Government autbonsation permittmg the bearer 
to pass through the country named thereon 
Pawnbroker — One who has a licence to advance money on 
art cles left in pledge He is authonsed by law to charge 
interest according to a certain fixed scale 
Per Contra — On the other side 
Per Diem Per day 

Perpetual Annuity — An annn ty wh ch goes on for ever as 
distinguished from a Terminable Annuity which termi 
nates m a specified time 
pfetty Cush — 
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Pilferage. — The loss of goods by theft in course of transit 

Plant. — Fixtures, machinery, tools, etc , necessary to carry on 
a trade or business 

Policy (Italian pohzsa, a promise) — A stamped contract, con- 
taining a promise to pay a certain sum of money on the 
happening of a certain event In return for this promise a 
sum of money is paid down, called the premium In the 
case of Fire, Marine, and Accident Insurance, the insurers 
take upon themselves certain specihed risks or perils 

Preferential Debts — ^Debts which are paid out of the moneys 
of a bankrupt’s estate in priority to other debts. Wages, 
rent, and rates are preferential to a certain extent 

Prime Cost — The first or original cost of an article before 
any further charges are added 

Pnme Entry.— A provisional entry made at the Custom 
House before goods are lauded when a merchant cannot 
state definitely the real quantities or qualities of his imports 
He may thus make out a Bill of Sight or Prime Entry, 
giving the best doscriptiou at his command The goods 
may then be landed and examined, and if a mistake has 
occurred, a Post Entry must be made, giving the correct 
particulars 

Prime Warrant. — ^When only one warrant representing the 
goods IS issued, this document is called the chief or piime 
warrant 

Private Company — A company formed under the Companies 
(Consolidation) Act, 1908 It may consist of not less than 
two members, nor more than fifty Companies are con 
sidered to be ptiblic or pniate m so far as they do or do not 
make a public issue of their shares 

Private Ledger — A ledger reseived for the use of the 
principals of a business It contains particulars referring 
to the capital of the busmess, the Profit and Loss a/c, and 
other private a/cs 

Probate. — The official proof of a will 

Proceeds — The net proceeds after all expenses have been 
deducted 

Prohibited Goods. — Goods which it is illegal to import or 
export 
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Pro Rata — proportion 

Prospectus — A docmneDt drawn up by the promoters of a 
company inriticg tbo public to sabscriba to the cap ta) It 
should be dated, and contain — 

(a) The amount of capital reqvured, and bow it may be 
subscribed 

(2-) Tbo objects of formabon of the company 
(c) Tbe probable profits of the company 
((f) Any actual contracts that may have been entered into 
(e) Any other facts which will persuade the public that at 
last their chance of makwg monoy bag arrived 
Proxy — The power given to a person to vote or act for another 
One who votes by another votes by proxy The person 
who acts for another is tenned tbe prosy 
Quarantine (Latin JI adragwta forty) —The prescribed time 
of non intercourse with the shore for a ship suspected of 


infection A ship r 
Quarter Days— 

9 then said to be 

In quarantine 


England 


Lady Day 
Midsummer Day 
Michaelmas Day 
Cbr stmas Day 

Scotland 

25th March 

24th Tune 

29th September 
25th December 

Candlemas Day 
■Whit Sunday 
Lammas Day 
Afartmmas Day 


2nd February 
l5th May 

1st August 

11th November 


Quid Pro Quo — One thing for another An equivalent 
Quittance (acquittance) —A release 

Quorum (Latin of whom) — The stipulated minimum number 
of tbe members which must be present at a meetmg to 
conduct the business regularly and lo order 
Quotations — Tbe prices terms and cond tions of stocks and 
commodities when they are offered for sale 

Rent — The aftermost rent The full annual value of 
^ the property 
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Rate of Exchange — The current or market value of the 
money of one country when exchanged into the money of 
another country "When it is said that the rale of exchange 
on Berlin is 20 41 it signifies that according to the present 
value of exchange 20 marks 41 pfennige are worth £1 
Rebate — An abatement or an allowance in pnc° The amount 
of discount allowed by a banker when a bill is retired 
before it is due 

Rebate on Bills Discounted — An item appearing on the 
debit or hability side of a balance sheet and representing 
the unearned portion of the interest charged on bills dis 
counted at the date of the balance sheet 
Receiving Note — A document asking the ships officer to 
receive goods on board providing that he can sign that they 
are in good order and condition 
Recognisance — An obhgation entered into before a court of 
record or before a magistrate to do or abstain from doing, 
some particular act 

Reconciliation Statement —An account drawn out to prove 
that the cash book balance is in accord with the bank pass 
book balance 

Reconstruction — The reorganisation of a company 
Remittance — Money or its equivalent sent by one person to 
another to liquidate a debt 

Rentes — The annual interest payable on the stock of French 
Itahan Austrian and certain other Governments 
Report — ^hen the refiners have assayed a bar of gold or 
silver they draw out a statement concerning its fineness or 
punty This is termed a report 
Report of a Ship — As soon as a ship arrives in port a 
document is handed to the customs authonties containing 
particulars of her cargo etc and when permission has been 
given for her to be nnloaded she is said to be reported 
Requisitionist — One who makes a requisition t e a demand 
iflr scwisih!!^ io h? Aar scxsse ^xpxsss 
Reserve Fund — A fond set apart to meet any emergencies 
that may arise It is augmented periodically from any 
surplus profits 
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Residue. — What JS left of a deceased person’s estate after all 
liabilities in connection theiemth have been met 

Resolution. — A declaration passed by a body of persons 
assembled at a meeting 

Retailer. — One who buys goods in bulk and sells or retails 
them singly or in small quantities. 

Return of Premium — The surplus premium returned by the 
underwnters when anything has been insured in excess of 
its real value 

Revenue. — ^Income A revenue account deals with all incomes 
of a concern against which are placed all tbs expenses 
incurred in earning such incomes 

Reversion, — The future possession of some benefit, the enjoy- 
ment of which begins after some particular event has 
happened 

Rigging the Market— The buying up of such a quantity of 
a commodity as to be able to control its sale The “ riggers ’ 
thus bring about a temporary scarcity of the commodity and 
force up the price They then “ unload at practically their 
ownpnce Aoumhcrof 'riggers operating together might 
be termed a " ring 

Royalty — A pajaeot made fora pnvile^ or concession as to 
a patentee for every article mado or sold, to as author on 
every copy of his book pubhsbed or sold, or coal owner to a 
landlord for every ton of coal extracted 

Rupee Paper. — The promissory notes of the Indian Govern 
ment payable in rupees (see Enfaced Paper) 

Seal — A company incorporated under the Companies Act 
must possess a common seed, and must have its name 
engraved m legible characters on its seal A document is 
binding upon the company when the seal is affixed The 
seal 13 attested by the signatures of one or two directors 
and/or the secretary as the r^ulations may presen be The 
seal IS affixed to documeaits after axeBcJution has been passed 
grantmg permission, and the fact that such documents have 
been sealed will be recorded m the minute book The 
directors shall provide for the safe custody of the seal 

Seal Register — A record of the documents to which the 
common seal of a company or corporation has been affixed 
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Security. — A document giving the lawful holder a title to a 
sum of money or money’s worth Also the party who 
becomes surety for another 

Seigniorage — The profit denved by the mint on our silver 
and bronze oomage 

Sequestration — A Scotch legal term for bankruptcy 

Set off. — A cross or counter claim. It consists of putting 
together the debts of two people who are mutually indebted 
to each other, the balance only being paid 

Shipping Advice. — ^ printed advice sent by a railway 
company to the docks mtimatmg that they have forwarded 
certain goods for shipment by a steamer named 

Short. — An American term denoting that a person has sold 
and hopes to repurchase at a lower price “ Dealers short 
signifies that they have sold more stock than they can 
deliver In England such dealers are called “ bears 

Short Bills — Bills drawn for a short period generally less 
than ten days 

Short Shipment— The remainder of goods left behind for 
some reason or other, and forwarded by the following 
steamer Such goods left behind are said to be “ short 
shipped " 

Shut Out. — When a steamer is unable to take goods on board 
they are said to be “shut out,’ and they eie forwarded by 
the following steamer 

Sine die — When a matter has been adjourned stne die, no 
definite time has been fi^ed for its consideration 

Slip, — A slip of paper, or memorandum, given by an under 
writer (pending the preparation of a stamped policy) setting 
forth the mam terms of a contract of insurance. 

Slump — A heavy fall id prices 

Solvent —A person is said to be aohenl when he is able to 
meet fully his babihties 

Specie — Refers to metallic money, lu contradistinction to 
paper money or finffion 

Specie Point. — That pomt above or below the Mmt par of 
exchange when it becomes more advantageous to transmit 
bullion than to buy bills and remit them. 
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Specification — A statement giTing fall particulars of goods 
to be supplied or -wort to be done 
Standard Gold — A mixture of gold containing 22 parts of 
pure gold and 2 parts of alloy Such gold is termed 22 
carat gold and has a fineness or purity of § * ii ^ 
Standard Silver — A mixture containing 37 parts of pure 
silver and 3 parts of alloy Its standard punty is I 5 or 
0 925 

Sterling — Generally means English money as distinct from 
that of all other countries 
Stevedores — Men who load and unload vessels 
Stipulation — A bargain 

Stoppage in Transitu — The ngbt of a eonsgaor who 
consigns goods on credit to retake possession of them before 
they get into the hands of the consignee and of retaming 
them until he has been paid the full pnce for them 
Stowage — The packing of the cargo on board a ship 
Subpeena — A imt commandiDg a person to attend a court 
of law under a penalty 

Surety — One who undertakes to bold himself responsible for 
another person s liabibties or duties m the event of the 
default of the latter 

Surrender Value — IVben a Jife pobcj bolder is either unable 
or unwilling to continue paying the premiums it is the 
amount the lusuranca company mil pay to him for a com 
plete surrender of all claims 

Suspense A/C — An account opened in the ledger when for 
instance a sum has been received but at present there is 
an uncertainty to whom it should be credited The term 
IS also used for expenses incurred that have jet to be chiwged 
against some undertaking but about which there is some 
uncertainty 

Take Up — To pay bills when due to meet engagements that 
have been entered into 

Tale Quale or Tel Quel — Snob as it is To take anything 
tale quale is to take it as it is with all faults 
Tally — An ancient form of keeping accounts by means of 
two notched sticks one for the creditor and the other for 
the debtor 
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Talon. — The last portion of a sheet of coupons A certificate 
attached to a senes of conpons, issued vfith bonds, by means 
of -which, -when the coupons are used, the holder is enabled 
to obtain a further series 

Tariff. — A catalogue or schedule of articles liable to customs 
duty and the duties to be paid on them. 

Telegraphic Transfers. — Cable messages ordering the 
transfer of specified snms from one person to another 
These TT s, altbongh available between any two places 
connected by telegraph, are used chiefly m connection with 
India Council Drafts 

Terminable Annuities. — Sums of money generally paid by 
Government or an insurance company for a stated number 
of years 

Time Bargains —Engagements entered into which must be 
closed before or at a given time 

Tithe. — The tenth part of anything Generally refers to the 
tenth part of the produce of land, which was applied to the 
maintenance of the clergy 

Title. — A claim of light or an evidence of ownetsbip 

Token Coins. — All silver and bronze coins are known as 
'* token coins," because they are not intrinsically worth the 
amount of money they represent 

Tonnage. — The cubical contents of a vessel or any of her 
compartments The " net tonnage is the cubical capacity 
available for the stowage of cargo, 100 cubic ft is estimated 
to equal 1 ton in weight 

Tontines — A kind of annuity adopted by Governments as a 
means of raising a loan The Government, in return for a 
sum paid down, granted annuities to a certain number of 
persons As the members died, the survivors shared their 
annuity until in course of tinie the longest liver enjoyed the 
whole, and when he died his interest entirely reverted to 
the payer 

Towage. — A charge payable by the owner of a vessel for 
services rendered by a tow boat or tug 

Trade Mark. — A name or distinctive device, mark, or brand 
adopted by traders to distmgnisb their goods from those of 
competitors 



232 


MODERN BUSINESS ROUTINE 


Transfer — Tbo act of deliTenng by ^viitteo agreement certain 
property goods or shares from one person to another or 
the document hy which such deh^ery is made 

Trustee — One who holds property m trust for the benefit of 
another 

Turnover — The total vatno of the business transactions of a 
firm for a guen period 

Ullage — The quantity of which a bottle cask or any vessel 
IS short of being full 

Ultra Vires — When a companj corporation etc exceeds 
the authority or power imparted to it it is said to act 
ultra Tires 

Underwriter — One t^bo writes bia name at the foot of a 
pohcy of msurance to msure another against some risk 

Underwriting —On a company being floated the underwriters 
in considerat on of a coounission will take up all shares 
not subscribed for by tbe public Ibis is termed under 
writing 

Undischarged Bankrupt —One who has not obtained his 
d scharge from the Bankruptcy Court 

Unfunded Debt — Consists of Treasury bonds and bills 
Exchequer bonds and bills which are paid off at certain 
fixed periods It is often cal ed the floating or real debt 
of tbe nation 

Unlimited Company — A company the shareholders of which 
are in case of insolvency lable to makep o rata contnbu 
tions until all the debts of tbe company have been paid 

Usury — Tbe charging of a high or excessive rate of interest 
foi a loan 

Venture — Sometimes called adventure which see 

Voucher — A receipt for cash pa d Any document bearmg 
witness or affording proof concerning the accuracy of 
accounts 

Wager — A contract whereby one agrees to pay another a 
fixed SI m if a certain event happens and the latter on his 
part agrees to pay a fixed sum to the former if it does not 
happen 

Waiver — The discharge by the holder of a bill or note of any 
one or more of the parties to it 
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Warranty — A guarantee, a stipulation 
Watering of Stock — ^The addihonof stock to that already 
issued by a company •without making any additional pro 
vision for the payment of interest on same 
Winding Up —Dissolving compulsorily or voluntarily a 
company which is generally but not necessarily insolvent 
and adjusting its afrits 

Without Prejudice —A phrase used when making an offer 
to settle a dispute and meaning that no rights are waived 
should the offer prove ineffectual 
Working Capital — ^The capital available for trading purposes 
Writing Off or Writing Down —The cancelling of a debt 
80 far as the debtor is concerned 
Writing Up — The process of increasing the book value of 
assets 
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